
1.&AVC •1..AN..:REQUEST FOA RECORDS DISPOSITION AUTHORITY 
J09 NO 

(S. Instruction, on rs'tl'lm) Nl-"15=-f''I-I 
DATE RECEIVEDTO GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 Zlt'l,:'I 
l F AOM /A.f<P"C')' or <Pllaolullm•11tJ NCTli=ICATION TO AGE'\iCYDepartment of the Interioru. 3. 

In accordance w,tn the orov,s,ons of 44 u s c 3303a2 MAJOR SU801VISION ttie 0,si:iosaI rec:iuest ,ncl1J01ng amenome..,ts s e1uor: .. e::: 
e•ceot for ,tems tnet mav ce mari<eo d•SOOsr:,,::- ,.. .:•Bureau of Indian Affairs 
aoorovec:t'' or • w,tnarawn n co,umn TO If ...ic ·ecor~s 

3 MlNOA SU801VISION are 0r0()0secl for a1si:iosa1 tne s,gnature ot ir,e Ar,;:~,,,st s 
not reQu,red 

4 NAME OF PERSON WITM WHOM TO CONFER 

-

5 TELEPHONE E><T ARCHIVIST OF THE UNI TEO STATES
o?n.'3o}'{D.3arah 5. Hawkins 

; ---:..~343-3574 ltzs;(e,- • ' 
6 CERTIFICATE OF AGENCY Rt:.,-RESENTAI IVE 

I hereby certify that I am authorized to act fo1 thrs agency 1n matters pertaining to the disposal of the agencv s r12co,js 
that tne records proposed for disposal 1n this Request of ____ page(s) are not now needed tor tne 01..ls,ness ,:,· ·~ s 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from ,ne Genera, 
Accounting Office, if required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Ar;enc es. 5 
attached 

A GAO concurrence ~ 1s attached. or O 1s unnecessary 

B DATE ENCY REPRESENTATIVE 0 I L 

Records :ranagement Officer1/23/89 4'~ 

J 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With l1tchu1n Dot•• or RU•itnoit hnotill 

The attached Bureau o: Indian Affairs Records and ~iles 
Disposition :randbook is a complete revision of the previous 
197~ 15 BIAf~ Files Operation and Records Disposition Handbook 
Supplement 3. 8ureauwide organizational chan;es during the 
past 12 years have added new programs to the Bureau and 
discontinued others. A frozen series of records have also 
been added. 

Appendixes to the Handbook include a Corres,ondence Listing, 
Location Codes, FRC Center Location, Disposition Schedule 
Conversions, Functional Areas by Programs, the General Record 
Schedules and the Disposition Schedules. 

A detailed description has been made of each series which ha 
been accumulated and will continue to be accumulated. Instruc 
tions are provided for the cutoff, retirement, destruction 
or permanent retiontion of each series. 

This Handbook supersedes all previously approved manuals. 

• 9GRSOA j 10-CT,,:~, 
SUPERSEDED! T~K~~ 

JCS I INARS USE 
CITATIO~l 0/IJLfi 

"'"''"0e<1 0v c;;;.,... 
F Pi\11111 ( 4 1 C ;:- l'I I l : . • 

115-108 



AND Ql§IOOI-
Consists of the 
'ctl lists the 

office file 
, , 

GlllERAL ALMINISTRATIVE FIi~ 

Pemanent 'lerp:>rary 
Descriptioo of Records Filin":J Dispositioo Reoon:ls Records 

& NARAJabNUni:>el:" Instructioos Instruct.ions Schedule t Schedule# 

Arran:je chronologi- ReView ann.aally 101-TO-cally. for accuracy. 
Dest.toy when 
superseded by 

Record updated plan. 
fom. 

NARA JOB NllmER 

2. RFADIHi QB CJRHlI..(X;ICAL o.rt:. off at close - 102-'l'l 

[.U~- A specifically desig- of calendar 
Mted <q,y (scmetimes year. Destroy 1 
&:signated by green oolored year after 
manifold tissue sets) of all cutoff. 
outgoirg oorrespcn:lerDe 
originated by a writ am used 

by 1021-

.. 'lhe chrat 
solely as a read.in;J or 
refexence file. 

NARA JOB NUMBER 

3. SU3PfflSE (Tiao:.ER) FIUS. ArrruY;Je chronologi- Destroy after - 103-TO . 
Notes, cards or oontrol fonns cally by due date. actioo is 
used as renirders to neat a CXlll)leted. 
deadline or take sane other 
actioo by a specified date. 

NARA JOB NUMBER 

fl6 BIAM Release 1, 

i 

https://Tla<I.ER


rnmRAL AIMINIS'lRATIVE fllffi 

Parmanent Teqx>rary 
Description of Records Filirg Dispositim Recotds Recxn:ds 

& NARA Jct, Numer Instructions Instructicms Sdledule t SChedule # 

'ffJIOOARY cmRESRJNIBD. 
"'Qs!l)el:'B of short-tenn interest 

have oo dcx::una1tary or 
value am oormally 

rw:s-"'-11".::rn- toore than 90 
days. Exanpl f transitory 
oo:nespc::nierx ioc rcutine 
requests for informati or 
plblicatiais am cq,ies o 
plies which require oo admin­
istrative actioo; memJranda am 
other papers that do not serve 
as the basis of official 
acti.ais, such as notices of 
holidays, charity drives, or 
~ canpaigns. 

NARA JOB NlM3ER ______ 

RmJISITial FIUS. Dx:lmelts 
shcwirg evidel"D! of request for 
pu:dlase of suwli$ or equip­
ment. Files contain requisi­
tim, blue ClCPf of plI'Chase 
order am related papers. 

NARA JOB NUMBER ______ 

File with DlJSt 
:recent dated 
oorresponderw:,e on 
top. 

ArraR:Je by
requisition number. 

DestJ.'oy after 90 
days. 

OJ.t off at '--L'---= 
of fiscal year. 
Hold 6 years 3 
Dalths or until 
volume warrants; 
retire to me. 
Freeze xeaml;
destr.Vf after 
freeze is 
lifted. 

_104-IJ.'O 

105-T6.3F 

16 BIAM Release 1, 

https://105-T6.3F
https://destr.Vf


GENERAL AIMINIS'lW\TIVE FIim 

6. 

Descriptiai of Recm:ds 
& NARA Job NudJer 

niaz. Ircitlied are 

Filin;J 
Instructians 

Arrarge as 
awzcpriate. 

Dispcsitiai 
Instructions 

Destroy papers 
'When superseded, 

Pennanent 
Recm:ds 
Sd:ledul.e # 

Tenp:>rary 
Records 
Sd:ledul.e # 

_106-TO 

furv:ticnal statements, m:gani­
zaticnal cnarts an:l documents 
relatin;J to office staffin;J. 

a. Car.t:al ocpies of 
timesheets, in::lme leave 
request (SF-71) forms when 
timesheet has been 
initialed by enployee. 

c. I.eave request (SF-71) 
fonm when t.imesheet has 
Im'been initialed by 
enployee. 

or no lcrger 
for 

ref 

cally then chca,o­ of pay period. 
logically. 

Hold 1 year 
after cutoff 
then destroy if 
m lcrger needed 

:refen:n::::e. 

Hold 3 ~l~-.OT 

mrt:il GN:J au:li.t, 
whichever is 
sex>ner, then 
destroy. 

_107a-Tl 

_107:b-JI'3 

16 BIAM Release 1, 

https://VD::l,~-.or


GmERAL AlXINISTRATI\1E Wffi 

Permanent Teup:>rary 
Descriptiat of Records Fili.rg Dispositiat Records Records 

& NARA Jcb• N\.mbar Instructions Instructicms Sdm.lle I Schedule# 

. lh:>fficial 
persamel o whidl oan-
tain duplicates of rw~s..._. 

placed in Official Personnel 
Folders. Generally limited to 
informatiat on experien::e, 
educatiat, trai.ni.n;J, special 
qualifications and skills, 
pasitia, descriptions, and 
performnoe appraisals. 

9. 

oor:respc:nEl'k, 
authorizatialS, itinerari: 
travel vouchers, and similar 
papers pertai.ni.n;J to enployee 
travel exclusive of records 
maintained for aCXX>Unti.rg 
pu:poses. Incltde passport 
information when awlicable. 
SUbject to the Privacy Act 
.mA::w.• 
NARA JOB NUMBER ______ 

16 BI.AM Release 1, 

Arrarge alp,.abeti­
cally enployee name. 

Arrarge alphabeti­
cally by name of 
traveler. 

Destroy _108-'l'O 
d0c:uments ~ 
superseded or no 
la,ger 
awlioable. 

rut off at close _109-'1'4 
of fiscal year. 
Destroy 4 years 
after rut.off. 

1-VITH&IIAIIN 

https://aCXX>Unti.rg


GENERAL ArMINIS'mATIVE FUffi 

Permanent 'Ialp:>rary 
Descripticn of Recx>rds Filing Dispositicn Reoonts Recx>rds 

& NARA Jab M.mtler Instructions Instructicns Sctmlle I Sc:nedule # 

. 'IRIP REJWIS. Contains cxpies 
f reports to supervisors ard 

mal1Slfil!EDl!l'lt officials document­
-t-~r- travel, f~ 
J:8'XIIIIEl~ticns. Include 

:r:ecords • an i.n:li-
viduals failure to •t a 
prescribed trip repo,.....-........... 
documents t.o substantiate 
official travel when the 
i.n:livi.dual was granted an 
advaooe for Sll:::h travel. Also 
ocm:ains recx>rds created as a 
result of an official trip 
report that does oot substan­
tiate the authorized travel 
for whidl the i.rdi.vidual was 
r:eiDbJrsed or given advar¥Je 
furds. SUbject t.o the Privacy 
Act CBIA-15). 

NARA JOB NUMBER ______ 

Arrarge ali;babeti­ cut off at close _110-T4 
cally. of fiscal year. 

Destroy 4 years 
after cutoff. 

16 BIAM Release 1, 



GH:RAL AIMOOS'IRAT1VE Wffi 

Panlanent Teqx>rary 
Description of Records Fili.rg Disp:Jsition AaoOids Records 

& .NARAJd>Nunt>er Instructions Inst:nd:.ions Sc:hdlle f Sdledule # 

pertainirg to cont· 
actions ani q:>erati.rg 
pr:00Ed1I'P.S. 

NARA JOB NUMBER 

12. PlfflA1.@ - REFERENCE 
Qlp[ffl. a:pies of &.u:eau 
nagulations ani directives; 
ani Department of the Interior 
or other agercy manual 
releases, l:lulletins, circu-
1.am, directives, ani pam­
pilets. Files also inclme 
PUblic laws, House Reports, 
0:de of Federal Regulations 
(Cffl), ani Federal Register 
cq,ies. 

NARA JOB NUMBER ______ 

Arrange as 
awrq:,riate. 

Arrange as 
aJl)Iq)riate. 

Destroy lilha'l 
oxqanizaticnu
lDU.t is disc::x:n­
ti.n.Jed or "1el1 

are no 
looger 
for referen::a. 

Destroy lilha'l 
superseded or no 
looger nr n::'1ed 
far refenn,a. 

_111-TO 

_112-TO 

\I 

' 
16 DIAM Release 1, 

https://q:>erati.rg


GENERAL AIMINlS'fflATI\ Wffi 

Fermanent 'lenporary 
Descriptico of Recx>r.-ds Filin:J Dispositicm Recm.ds Aecx>rds 

& NARA Jci:> Nuniler Instructions Inst:ructia1s SC:hacule t Schedule# 

13. WtlffJfflAT, IXXlJMENl' ACXJSS 
~- Files CD1Sist of forms 
or lists used to reoonl safe 
ani padlock <Xlli>inations, 
signatmes arrl nanes of 
inlivich:aaJ s knowin:J a:mt>ina­
tim, ani c:xmparable data used 
t.o cart:rol acoess into areas 
or files where confidential or 
classified infonnation is 
stor:ed. 

NARA JOB NllmER ______ 

reports of agency record 
ll[]!;r-...l!D.r:m BIA-1600) 

f'\m~b,w,,..,t. 

a. Riep:>rts prepared by 
Oe.ntral OffiQe for 
subnission to 001. 

b. Area arrl agency reports. 

NARA JOB NUMBER ______ 

16 BI.AM Release 1, 

ArraBJe as Dest::toy ~ _113-TO 
apprcpriate. superseded. 

ca.Uy. of fiscal year. .. 

Dest::toy 3 years _114a-T3 
after a.it.off. 

_114b-'1'2 



GENmAI., AlMINIS'IRATIVE rum 

Penanent Tenp.)rary 
Descripticn of Records Filirg Dispcaiticn Raoatds Records 

, NARA Joo N\Dllber Instructions Instructicms SCbemle f SChedule # 

15. 

pin)s, etc., referen::e value. 

official files. 

far mferen:::,e am infomat 
pnposes bJ:t. are not part of 

NARA JOB NIJMl:Jm,_________ 

' 

ITIClf 
TIClf Wffi, :roo........~-.u,.1..,r;: 

dam Form 115, Request Trn-­

Autbority to Dispose of 
Reolt'ds, or similar forns, 
oorrespcnien::e am related 
papers. Record cq,y 
maintained by Central Offioe. 

NARA JOB NlMBER_________ 

, 
, CJ:Jj~J,f ip-

Arrarge as 
awrq:,riate. 

ai:prq>riate. 

Destroy~ 
related recxa:ds 
are destroyed or 
transfenai to 
me. 

anrually. De­
stroy material 
of no further 

_115.JJ'O 

16 BIAM Release 1, 

https://OCJ:1:<;.aU


'·1 

GQIERAL AIMINIS'IRATIVE FIUS 

Desc::riptim of Racm:ds 
& NARAJd:>Nunilel:' 

17. . 
Includes parts lists, instal­
latim am naint:enarl::le 
:l.nsb:ucticms. 

18. PAJB)IL IJffJ\JJ, Bf.i8.I® tOFFia: 
mp1 mu . Office oopies of 
payroll detail cx:mp.tter 
printaJt Il!pOrts. 

NARA JOB ?«Him.------

FilinJ Disposition 
Instructicms Instructicms 

ArrmVJe by name of Destroy 'When 
eqdpnent;. or vador. superseded, 

d::aolete or 'When 
all r:elated 

Arran;Ja by pay <lit off at em 
period. of each quarter 

in fiscal year. 
li>ld du:rinJ next 
quarter then 
destroy if m 
lc:riger needed 
for reference. 

.. 

Permanent Tenp)rary 
:Recm:ds Records 
SChedule # SChedule t 

_117-'1'0 

_118-'l'O 

16 BI.AM Release 1, 



''MISSION" CORRESPONDENCE FILES. Mission correspon-
dence files document the functions and responsibilitie 
for which an office is primarily responsible. 

Program Mission Correspondence Files directly 
related to the primary functions of BIA such as 

tan Education, Tribal Resource Development, 
Ind Services, Trust Responsibilities, etc. 
(1) gram Mission Files accumulated and 

aaid ined at the Division Level or above 
in BU tral Office and by Area Directors 
in the fie . 

All 

--- --•- ., .. ....,,,~v'-'••u••...t 

Permanent. Cut off annually 
at close of fiscal year. 
Bold 3 years or until volume 
warrants and retire to 
FA.RC. Offer to NA.RS 20 
years after retirement. 

(2) Prograa Mission intained at Branch Cut•off annually at close of 
level and below in the tral Office and fiscal year. Hold 3 years 
offices bel..JW the Area Dire or in the fiel or until volume warrants 

b. Administrative Mission Correspondence Files 
related to administrative support activities s 
as personnel, procurement, property, transporta­
tion, travel, coanmications, and similar internal 
ad■inistrative management functions. 
(1) Administrative Mission Piles accumulated and 

maintained at the Division level and above 
in the Office of Administration (Central 
Office). 

(2) Admfnistrative Mission Files maintained at 
othdr levels of BIA. 

and retire to FA.RC. Destroy 
20 years after cutoff. 

Cut off annually at close of 
iecal year. Hold 3 years 

til volume warrants and 
FAllC. Destroy 20 
r cutoff. 

Cut off at close of 
fiscal year. 3 years 
or until volume war nts and 
retire to FARC. Destr 
years after cutoff.' 

8 



EXm11'1VE MAN1lGl!MFJfr - 1000 

Dlllcriptim of Racxtr.ds 
Ir NARAJd> 

1. ASSISQll'lf SJPt#ilBX a&msfat: 
llllZ mm~ <nwiat of ccpies 
of UXXIWIJ and outgobrJ
AlaJ.stant Sec::mtary's ODIIe­
apandenca. Fil• include 
cq,iea of signifiamt lettara 
displlb:tiad by other officaa 
bit fanRlmad to tm .Aaaistant 
Secnlt.aJ:y for infonatim. 
Also incl.mes ODIIeeptldsnce 
partaininJ to irdivicial 
Indiana and tribes m various 
BIA ptog:tW and other SID­
ja:t:s. Aacmd ccpi• are 
'llllintained \mar the Deput-
1El'lt,s :r«:m:ds llll!U'Ual. sy&t:an, 
382 DI 5. Sgrlect to the 
Privacy Act (BIA 20) • 

MBA JOB tul~-----

FilhrJ Disp:JSitim 
InBtructia. Inat:r:u::tians 

A:mlnJ8 alplabeti­ 0lt off at close 
cally by ...... of fiacal. yau-. 

Hold J years, 
tta,~ 
fr""-S p...,... ft) Ffl.(. • 

Tfk,~to ;uaiH~ 
Ace.hive> JJ) y~ 
~C(,J-,Ff?, 

Per.manent 'lap)rary 
Racxtr.ds Rac:mds 
Schadule f Schadule t 

16 BINI Release 1, 

https://Racxtr.ds
https://Racxtr.ds


EXl;XVl'lVE~-1000 

Penenent Talp:>rary 
Deacrlpticn of Reoozds FilinJ Dispositicn Reoozds Records 

'NARAJd:> lbltJer Instructicns Instructicns Schldllef Sc:tlEdlle I 

2. 

ocm:.aininJ policy lltdch 
doc, 1l relaticns with the 
Exaaltiva Offioa of the 
President md CUIJl s ~ 

NARA Ja, •...,.,...q_______ 

cq,i• of 
tepozte, md other.,..,..,;.,__ 
ismwl in reapcaaa to 
CUIJl asicnal md lldt.e lbJBe 
inJd,riea, in:l.lDBS p!lpllS 

ArranJe as 
awzq,ziate. 

<lit off at close 
of fiscal year. 
Hold 3 years or 
until voltae 
warrants: ntire 
to PR:. Offer 
toNARA20ymrs 

79iil~relJ.re-

1202-PJ 

3. llffjMJ mmp[JfP Ulft§M­ ArranJe alpm,eti­ <lit off at close 1203~ 
IB«E WIS- CD>ies of prior­ cally by name. of fiscal. year: ' 
ity co11eepi.Je11ce to U.S. hold 3 years 
SE!natars, CU.gr 1! i an1 then destroy. 
Inlian leedezs. Maintained at ... 
oentral Offioa. 81.jrlect to the 
Privacv Act CBIA-21). 

!QM Ja, 101~---------

16 BIM Release 1, 

https://79iil~relJ.re


EXl,;I1I'IVE ~ - 1000 

Penllment 'lalpJrary 
Dllllcriptim of Aacu:ds PllinJ Diapoaitim Raooi.ds Al!oli.ds 

' lliRA Jd:, lbllJer Inl!ltJ:ucticnl Inlt:ructiaw Sc:hlDll.et Sc:hlDll.e I 

4. MR OiM 1W 1ti81P1 m 
alf.lRAI. (l'J'JCZ. Anu11 nmn­
tiw. UIIJ(Kla with related data 
m ._ activitial ad pro-
ga: • Al0ixd oapy minta.lmd 
by ~utnl Office Wilt 
rtllpBlltinJ llllJ(Jll. 

a. Central Office copy. 

b. Creating Office copy. 

5. IQ dQnQUW, MN<&I• Signi­
ficant, apa::ial or ~ 
U1J lepB:ta CDID8ll'W1IJ direc­
tim of BIA pi.tJtjlM qwa­
tiaw. AaooLd ccpy mintaira! 
by office of origin. 

Att&KJB dncaologi­
Clll.ly, t.hm:anlllr by 
tepa:t ~ect anl 
locaticra. 

0d: off at cloae 12~P5 
of fillcal ymr. 
Hold 5 ymrs: 
llltire to l'IC 
lh!n vol.ma 
wiillad:s. Offer 
to NARA 20 Jlllll9 

=4t1t•~~ 
Cut off at close 1204b-P5 
of fiscal year. 

, Hold' 5 years; 
retire to FRC 
when volume 
warrants. Offer 
to appropriate regional 
archives branch rr 
20 years o.~ter Cc.tt ()t"'r, 

Att•KJB by 11.p:at 0d: off at cl.me 1205-Pl 
type, thanlnlllr'by of fillcal ymr. 
locatim anl ~. lbld 3 ymrs or 

until vol.ma 
wnants:ietin 
to PR:. Offer 
to ~ 20 years 
after I~~ _ __._ ".. ,n--,=~ 

https://Sc:hlDll.et
https://Al!oli.ds
https://Raooi.ds


EXEXl11'IVE MANAGEMENl' - 1000 

Pennanent Tenporary 
Descriptim of Records Fili.rg Dispositim Recol:ds Recxn:ds 

& NARA Jci> Nuniler Instruction.s Instructions Scheclul.e # Scheclul.e # 

Arran:Je by locatioo Oit off at close 1206-PJ 
statis- then chralologi­ of fiscal year. 

tical aocnmts of the hilrtD!!Y---­ cally. Hold 3 years or 
of area an:l field offices. \Dltil volume 
Files in::lme original cxn:i::es­ warrants: retire 
pcnjerx,e, i::eports, an:l maps of ~-.a:&1.:. Offer 
mil.din} location.s a1 agescy to NARA 2U""Jeail:S__ 
CXlll)OOlXi. Record o:py main­ after retire­
tained by office of origin. ment. 

6. 
~- Marra 

1. 11JRFAIJ CXHU.·nEE M1@GfMIW' Arrar¥}e alpiabeti­ Oit off upc11 1207-PJ 
~- ln'!lDnents created in cally by ocmni.tt.ee di sa:,nti.ruan:,e 
c:a-rt:ral Office for the estab­ name. of ocmnitt.ee. 
lishment of ocmni.ttees, in­ Hold 3 years or 
cltdi.n;J task forces, oaJrX::ils, \Dltil volume 
boards, n::moi ssion.s, panels, warrants: retire 
an:l cxmparable gra.JpS. In­ to FRC. Offer 
cl\.D:!d. are ocmnitt.ee estab­ to NARA 20 years 
lishment prq>OSals, ai:p:rovals, after l!et~ ..rr 
reports, minutes, papers re­ ment, ~ OTr 

flect.i.rg charges in ocmnitt.ee 
~p, ocmnitt.ee d1ar­
ters, tenninati.rg issuance, 
am related papers. Record 
o:py maintained by Central 
Office. 

NARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 

https://ocmnitt.ee
https://ocmni.tt.ee
https://tenninati.rg
https://ocmnitt.ee
https://ocmnitt.ee
https://flect.i.rg
https://ocmnitt.ee


Destroy 20 years 
after rut.off. 

EXfiXl1l'IVE ~ - 1000 

Descr.ipticra of Records Fil:inJ Dispcsiticra 
& NARAJobNUat>er ImtructialB Inst:ructialB 

ArranJe by CXlllll.i.ttee 0.lt off file at 
name, theralrder by close of fiscal 
locaticra. yaarwtal 

field off"b­ cxanittee is 
lialmeut of -......... dissolved. 11:>ld 
the m:ganizati!UIIICIUL......._. 3 years or until 
ticra of the Area Dirlil:tcr volume warrants: 
other line official. Rect>Q;IB reti.l:e to FR::. 
cnated by cn.n::ils, boards, 
cx:1wdssi.a1B, panels ard ~ 
parable groups. Included are 
cxanittee establishment prcr 
posals, awrc,vals, cxanittee 
ment>ership, cxanittee dlar­
ters, upnts, ard related 
papers. Aecmd copy mtained 
by office of origin. 

NARA JOB Kl!I~-----

Permanent 'lelpOrary 
Rec:m:ds Rec:m:ds 
Schedule I Schedule f 

1208-TJ 

16 BI.AM Release 1, 



EXEXl1l'IVEMAW\GEME'Nl'-1000 

Pentenent Tenp>rary 
Descriptim of Remtthi Fili.nJ Dispositia, Records Records 

& NARA Jd:> Nlmiler Instructia,s Instructia,s Sdledule I Scnedulet 

( Main-
tained 
Aegul.ati 
0!nt:ral. Offi 
Area Remtds 
Office issuan::,es. 

NARA JOB NlJil~-----

Arraiqe aooordi.nJ to 
BIA Directives 
system. 

Plaoo in 
inactive file 
'8!11 camel.led 
or superseded. 
Retire to me 
'8!11 m lCDJl!l" 
neecled for 
reference am 
volume warrants. 
Offer to NARA 20 
years after 
reti:te,eat. 

1209-PO 

16 BIAM Release 1, 

https://aooordi.nJ


EXEXXJTIVE ~ - 1000 

Deacriptim of Records FilinJ 
Ir NARA Jd> Nuntler Instruct.ims 

-

Arrarge as 
appl:'Opl'.iate. 

, 

tia,, 
8ln!lau 
(r:aJU].atiOB) . 
mterial ~ 
ard ooon:linatirg 
the ptoposed ard final 
an::,e of the document, as well 
as naterial document.in) ca,­
sultatia,/p.lblic a11we1ts m 
the issuaooes. Recm'd ~ 
m.int:ained by Directives ard 
Aegulati<n1 staff at the 
Central. Office. 

Dispositim 
Instructims 

OJt off upc11 
a:apletim or 
can:::,e].latioo of 
actim. Place 
in inactive file 
ltben directive 
is rescin::'led or 
super:seded. 
Hold 3 years or 
1.Dltil voltune 
warrants; retire 
to FRC. Destroy 
20 years after 
reti.Ianent. 

" 

Permanent Tenp:>rary 
Records RecoJ:ds 
Schedule t Schedule# 

1210-Tl 

16 BtM Release 1, 

https://document.in


EXFXl1l'IVEMANAGEMml'-1000 

Penlenent 'l'e!ltJOrary
Descriptim of Records Filin:J Disposition Records Records 

& NARA Jd:> Nunt>er Instructions Instructions Schedule I Schedule# 

Arran;Je runerically. rut off when 1211~ 
superseded or 
resci.rrled: place 
in inactive WITHDilAl'r'f, 

ani j file. Hold 2 
visicn, in:J years or until 
issuan:,e, volume warrants: 

or 
, 

am rela retire to FRC. 
Aecotd Destroy 10 years 
forms/i:epo1ts is minta • after retire-
Directives am Regulations 
staff at Central Office am by 
Aecotds Office.rs for forms/ 
i:epor. b:t originatin:J in the 
area am field offices. 

NARA JOB Nllmm 

12. FtHti AND REEU<IS REX;lSH!Rs. Arran;Je rnnnerically. rut off a 1212..JJ'O 
\,lkx:uments used for inventory of fiscal 

of all forms am reports in- Destroy when m 
,1 i!ul\AWl,cl\di.rq cards or register lon:Jer needed. 

sheets. 

NARA JOB tumm 

ment. 

16 BI.AM Release 1, 

https://cl\di.rq
https://Office.rs


/,, 
I 

EXFXU1'IVE MANNiEMENr - 1000 

Descriptia, of Recxn:ds Filing 
'NARAJd:>tblt>er IrBtruct..ia,s 

Arrarqe by locatia,. 

a,s 
the 

IIBadjEihE!i an:r-,apei~ of 
the . 
staff sb.dies 
charts ani a,al. sta 
ments, :repc:,zbl, miraJt:es of 
cxmnittee or task force 
meetbqs, documents relating 
to overall missioo ard cxpies 
of plblished issuaooes 
inplanenting the dlarges. 

NARA JOB NlMJm_______ 

Pennanent TelpOrary 
Oi.spositioo Recx>rds Recxn:ds 
Instructioos Schedule# Sdledule t 

OJt off at close 1213-PJ 
of fiscal year 
in which case is 
a:mpleted or 
witlmawn. Hold 
3 years or until 
volume warrants; 
retire to fK::. 
Offer to NARA 20 
years after 
retizen.eut. 

.;. 

16 BIAM Release 1, 



EXEXl1I'IVE :tWW»1ENl' - 1000 

Desc:riptia, of Records 
& NARAJ<i> Nlmt>er 

files a, lag-rarge 
devel.~ll!l'llt plans for 10 ani 
20 years as Tribal Plans, 
F\ud DistrlDltt:Kll Plans ani 
other types of m~~!llS.ive 
develq:ue1t plans PrE~~ by 
the Bureau or the tribe 
jointly ani havin;J .inp,rtaooe 
to Bureau missia, aaxmplish­
ments. Record OC'1'f retained 
by office of origin. 

NARA JOB NlJimm,________ 

16 DIAM Release 1, 

Filin;J 
InstructialS 

ArranJe as 
awJ.opI iate. 

Disposition 
InstructialS 

a.It. off at close 
of fiscal year 
in whidl plan is 
acx:urplished, 
superseded or 
withdrawn. Hold 
3 years or tmtil 
volume warrants; 

Pennanent Telp)rary 
Records Records 
Sdledule I -Sdledule # 

1214-PJ 

retire to FRC. 
Offer to NARA 20 
years after 
retil:e1ert. 



EXFXU1'IVE fiWW»1FNI' - 1000 

Deecriptiai of Recotds 
& NARA Jci> NlmtJer 

ac:x:,m1lated in 
15. 

evaluat.mj lblileillU nl'T'W'lr.--- as 
raJrlred by CIIB crr,l!:AW!ll' 
A-123, to detendne if \IUICIII.CI_ 

ware achievad, to asses the 
effectrJiel'IESS of th& ptogzaa, 
ani to identify IUX&ISfUl. ani 
ura.x j fUl. projects. 
Incl.med ate cq:,ies of re­
ports, CJ]8Stimnrlres, eval.u­
atiai of guidelines, pioc:e­
dural docunents; ptogzess 
1epnts, wm:idnJ papers am a 
~ of the final evaluatiai 
Iep:>It. 

NARA JOB tDtlE\_____ 

16. PWPGf1!fJfI' IMPRlVf.MfNI' CME 
llU§. Files CD1Sist of 
stulies or projects regardirg 
analyses of administrative 
policies am prooedlires, 
llBrp:,wer surveys, etc. 

NARA JOB NUMBER________ 

Filin) 
InstnctialB 

Arran:J8 by project 
name or alpmbeti­
cally by ptogtam 
name. 

Arran:J8 as 
8A)rcpriate. 

Dispositiai 
Instructiais 

OJt off at close 
of fisall. year 
in WU.ch evalu­
atiai is OCllt­

pletad. ll>ld 3 
years ormttil 
vol\DB warrants; 
Mt.he to me. 
~ 10 years 
•fl•- rut.off. 

0Jt off at close 
oi. fiscal year 
in which sw:vey 
is oaipleted. 
Destroy 5 years 
after rut.off. 

PerDBnent Tenp>rary 
Remrds Recotds 
Sdledulef Schedule I 

1215-'1'3 

1216~ 

16 BIAM Release 1, 

https://evaluat.mj
https://IUICIII.CI


cedm:as, ndlestall!!IS, p[tXJl:l!!SS' 
n!pltts an:I related it.ans. 
Recxml cq:,y tetained by 
O!ntral Office. 

BICGWfflCAL rum~ Biogra­ Arrange as 

20 years aft.er 
cutoff. 

EXFXl1I'IVEMAN1\GEMENI'-1000 

Pemanent 'lalp:>rary 
Descriptim of Recm:ds Filirg Dispositim Recm:ds RecX>rds 

& NARA Jd> NlllltJer Instructiam Instructic:n; Sdledule t Sdledule t 

• the pi:ccesa of 
establ.ur.-•''i,li'..::i ard 
lcn;J-rarqe ec-
tivm. Irci.med 
whidl shew timefrllmBll,..._.,.:r 
ac:xu,pli.shirg cbjectiws,--­

1a. 
phies, ptOt:ograplS, l1E!!WBplper 
clfA>i.rqs, ani related it.ans 
pertainirg to the BIA Assis­
tant secretary. Maintained by 
PUblic Affairs Office. 

NARA JOB NlNBm________ 

16 BIAM Release 1, 

Arrange chl:tn>logi­ OJt off at close 
cally. of fiscal year 

in whidl plan is 
cxmpleted or 
~-
Hold 3 years or 
until vollmlB 
warrants: retire 
to FRC. Desb:oy 

off at close 
~qn:iate. off year 

that .J.J•lll.1..inol.li:l.l. 

leaves. 1101 
years or until 
volume warrants: 
retire to FRC. 
Offer to NARA 20 ..years after 
retirement. 

1217-TJ 

1218-Pl 

https://mii94.dl.la
https://ocmplet.ed


EXEXlJI'IVEMANltGEMENf-1000 

Descript.icra of Reoords 
& NARAJobtbtJeI' 

originals of 
by BIA 

off.&.Y..,"'V-1"' 

Asasb!ll'lt'.ca:etazy heads 

of --111,1 • 

20. 

offices. 

NP6 AND PJB3S Rfilf:A§ffl. 
Docunenta pert:a.inirq to the 
pn!pll'8ti<:11 and dissaninati<:11 
of infomaticn to any plblic 
ocmmicatia,s media. '1he 
files include drafts, cl.eai:­

an:::,e doallalt:s, tonal press 
rel.eases, an:I related papers. 
Recold set is retained by 
Plmlic Affaim Offioe. 

NARA JOB t«M~-----

16 BI.AM Release 1, 

Fili.DJ Dispositicra
Instructia,s Instructicras 

Anange by title or Q1t.. off at close 
topic of speech ard of fiscal year. 
date. Hold 3 years or 

until volume 
warrants; retire 
to PRC. Offer 
toNARA20years 
after n!t:i:te­
ment. 

OJt off at close 
of t.isall. year. 
Hold 2 years or 
until volme 

"llllcraJnts: retire 
• Offer 

years 

Permanent 'lap:Jrary 
Reoords Recxmts 
Schedule# Schadule t 

1219-PJ 

1220-P2 



I,, 
I 

EXFXIJrIVEMANM»1ENI'-1000 

Descriptioo of Records 
& NARAJci> tbltJer 

FilinJ 
Instzuctia,s 

Dispositioo 
Insb:uctia,s 

Arraiqe dlrax>logi­
~.tW;:~.E.Fl.!::!I!:!:ES.!2. Replies to cally. 

a.~(l,ICl::tl.O vh.idl ircilde 
the 1~·~.nf recJ]eSt, 
estinetes of llai!ll'Ch costs, 
nproductioo ~ l.'el.ated 
001.1espcu.eace. 

a. ~ am denied art: off at close 
requests vh.idl do mt of calerdar year 
result in 8RWl1S or in vhidl reply 
litigatioo. is sent. De­

sb:oy 3 years 
after cutoff. 

b. Denied requests resultfnJ at close 
in 8RW'l" or litigatioo. year 

made. 
years after 
cutoff. 

Permanent TE!!lporary 
Records Recol:ds 
Schedule I Sdledule# 

122la-TJ 

1221.b-'I'6 

WITH611AWl't 

.. 

it-

.. 

16 BIAM Release 1, 



Act Reands system. Main­
t.ained by aireau Privacy Act 
OJordinator. 

volUllle warrants: 
retire to me. 
Destroy 20 years 
after wt.off. 

EXlP11'IYE MANMiEMEN1' - 1000 

Descriptim of Rerol:ds 
& NARAJd> Nuntler 

22. 

ani statisti 
mlni.nistratim of the Freedan 
of Infon1Btim Act. 

23. 
Recxa:ds crea: 
or revisin;r t:econll5-..&¥Btaas 
ani sutmittinJ req11J8St:~~ 
inclusim in the BIA Prfu,ar,....--.. 

Permanent Terp>rary 
Rerol:ds Records 
Schedule I Schedule I 

1222-'1'5 

1223~ 

Filin;r 
Instructia,s 

Arrarqe dlrcn:>logi­
cally. 

Dispositim 
Instructia,s 

Olt off at close 
of calendar 
year. Destroy 5 
""""""...... after 

OJt off at close 
of calendar 
year. ll>ld 3 
years or until 

16 BIAM Release 1, 



EXF.XlJ.I'IVE ~ - 1000 

Descriptim of Reoor:ds 
& NARAJabNuniler 

2~ N;r DISCLOOlJRE FJiffi-
Ari of disclosuns 

PY the Privacy Act 
'Which CXl'1S of lists of 
iniividuals•~~DB ved 
infonnatim 
notices. 

25. ffllYlL"X N;r CA.SE ffll§. Rec­
ords created in the settlE!IE!l'lt 
of ootiections, amesmert::s or 
wr<nJful release of infona­
tim subject to the Privacy 
Act. 

NARA JOB Nll'I~-----

Filin'J 
Inst:ructicns 

Arrange du:alOlogi­
cally. 

Dispositim 
Instructims 

0Jt Off at close 
of calerdar 
year. Desb::oy 
m site after 
basic teoo1d is 
destroyed or s 
years after 
disclosure, 
'Wh..idlever is 
lager. 

OJt off at close 
of calerdar year 
in 'Which dispJte 

settled. oe­
af-TYW... j years 
after -..,..-.,..f. 

Parmanent Tenporacy 
Reootds ReooJ:ds 
Schedule f Schedule f 

1224...IJS 

1225-'J.'4 

16 BIAM Release 1, 



EXEXlJl'IVEMAN11GEMENr-1000 

Descriptim of Reool:ds 
& NARA Jct, NudJer 

o:n-
ard 

ivacy 
Act. 

21. <XIGRl§&I\IML DMSTIQ\TIYE 
~- Dxunents aco1111lated 
as a nault of investigaticma 
an:l sb.dies of BIA activities 
by a.nJl.essicnu CXIIIDittees. 
Incl\ded an! papers relatin;J 
to the cx:nb± of the inves­
tigatiai, activities of 
investigatin;J CXIIIDittees, 
CDllldttee zepoL"ts, ~mI..e11r­
datims, an:l BIA zeplies. 

NARA JOB NllmER________ 

Filin;J Displsitim 
Inst:r:uctims Instructims 

A:n:ange ctu:cn:,logi- OJt off at close 
cally. of calerdar 

year. Destroy 2 
years after 
cutoff. 

OJt off at close 
of fiscal year 
in "'1idl in­
vestigatim is 
OClll)leted. 11:>ld 
~~:s or until 
vol 
:retire UJ"',,l':Nl.,; 

Offer to_,,,,_ 
years after 
cutoff. 

Permanent Tenp:>rary 
Reool:ds Recxn:ds 
Schedule t Schedule I 

1226-'1'2 

1227-PJ 

16 BIAM Release 1, 



ment. 

EKEXl1l'IVEMANNiEMENl'-1000 

Permanent 'latp:>rary 
Deacriptic:ra of Records Filing Dispositic:ra Records Records 

& NARA Jci:, Nunt>er Instructic:ras Instructia,s Schedule I Sdledulet 

Docu­ Arrange runerically. art:. off at close 1228-P5 
legal of fiscal year 
BIA in w.idl case is 

will be afflleb!!d c:al- closed. Hold 5 
tain advisar:y ""-V'W1·a years; retiJ:e to 
investigatic:ra 'l"'Rt:IO'N~ FRC when volume 
gatic:ra r:ep:n:t:s, sta1tal!Rl;;.s warrants. Offer 
claims, cx,pies of lltt>Ol!:SSEiJ..... to NARA 20 years 
am pleadi.rqs, BUAJOrtinJ after retire-
documents am related OJ.lle­
spcrden,e. 

NARA~,.-~~------

29. I.QI, ACTlV1'l'l REPCJm:; '1tl art:. 1229-P5 
c:mmw, OFFICE. Periodic of f.......,_.....,.,~y-:u. 
xep:nts era legal activities at Hold 5 Ull:ll:llri't-...nr 

the Area Office level. Reooni until volume 
o:py maintained at oentral warrants; retire 
Office. to,FRC. Offer 

to NARA 20 years 
NARA JOB Nlll3m'-------- after retire­

ment. 

16 BIAM Release 1, 

Arrange by locatic:ra 
then dm:n:>logi­
cally. 



Permanent Tellp:)nu:y 
Deacriptim of Racor:ds 

& NARA Jd> Rlllber 
Filin;J 

InstructiCl'lS 
Dispositim 
InstructiCl'lS 

Reoords 
Schedule t 

Racor:ds 
Schedule t 

orig 
p.reparin;J, n!VJ.ell~l• 

0 MIIMfting al pn:~m-..... 
legialatim, Exacutiva OJ:der:s, 
proclanatiCD1, ant rapar:ta 
n1atinJ to BIA activitiea. 
Incllded am badaJtourd 
mt.erial, dmfts, revia,a, 
mirutes of 118!t.J.ngs, positicn 
paper:a, ant relat:ed oane­
sprdelDB. Racor:d copy 
maintained at Oi!ntral Office. 

31. 
Doclllents cn!Bt:.earHIL.YIS 
sntni•im of ant am:mM---mr 
om of infonnaticn collection 
~ of the BJreau on 
the pmlic. 11'1:::lmes SF-83, 
sq,part.in;J statements, fonas, 
regulatic:ns or act nquirin;J 
the infonatim, am appn:,val, 
ant related ckxunents. 

Arrarge runerically Olt off at close 
by Act ru:tJer. of fiscal year 

in llh.ich legis­
laticn is enact­
ed or wittm:awn. 
Rat:ire to me 
when m l<nJer 
needed for 
l:ld-.rica ant 
volt1aw!J:R1tlts 
Offer to NARA 
years after 
retiranent. 

ArnnJe by Olt off when 
runerically. Sl.p:raededor 

rem:::,ved. Place 
in inactive 
file: destroy 5 
years fran 
cutoff. 

1230-PO 

1231-'1'5 

.. 

... 

16 BI.AM Release 1, 



EXQ:Ul'IVEMANAGEMENl'-1000 

Pernenent TErlpOrary 
Descriptic:11 of RecouJs Filin) Dispositic:11 Remzds Records 

& NARA Jct, NUntJer lnstructiCllS InstructiCllS Smedul.e t Smedul.e I 

eJBll9 accuracy, 
legality, am rel.a.cu.,,~ 

the use of assets. Iiii:~iii:is 
cm:tesp:xdenoe Cl1 actm.Jl. 
m.dits: draft am final m.dit 
U!!pO.l l ;' respcl'lSes t o MIMIS11:s, 
am reo 1111edatiC11S: 1epo.1ts 
e11 0011ective actiC11S planied 
am taken: an:1 related workirq­
pap!LS. 

a. Office workin:J/infOLDB­
tiCllill oq,ies. 

b. Official copy naint.ained 
by office respasible for 
am.it curt:.rol. 

NARA Jcm tu&R"-------

ArnmJe by p.tog1am 
office, then by 
atdit n.mtJer. 

OJt off at close 
of fiscal year 
in which oor­
Lective acliCllS 
to am.it are 
cxmpleted. 

Hold 3 years 
until volume 
warrants: retire 
to FRC. Fmeze 
Iecotds: destroy 
10 years after 
cutoff. 

l232a-'l'O ,.. 

1232b-'l'JF ~ 

16 BIAM Release 1, 



EXl!DJl'IVE MANAGEMEm' - 1000 

Permanent 'lap:>racy 
Dascripticm of Rea>rds FilinJ Dispositiat Records Rea>J:ds 

• NARAJd>tbltJer Inst:ructicms Instructicms Sdledule# Schedule t 

. 
d cq, • of 

:t1!pllt files 
of 11t.im or 
tr cultl'1sc:..t me 
can 
papers 
ant ¢- WA-1::d al 

r:acxa.ciliaticm of recx:mll!l'I--.. 
daticn& ant other r.,,.._a,n,-1111 

cleanu"D9 cb.llEnts, 
plarnd c:una...tlve acticms. 

a. Office warki.rq/informa­
tiaial cq,ies. 

b. Official ocpy maintained 
by office :r:espc11sible for 
amit ccrd::rol. 

Arrarge by Tribe, 
then by a\.dit 
nmber. 

art off at close 
of fiscal yaar 
in which cor­
n.ctive actims 
to a\.dit are 
OClll)leted. 

Dast:J:oy llih!!n no 
lmgar needed 
for reference. 

ld3yearsor 
volume 

wa?Tarft:s.;• retire 

1233a..JJ:'O 

1233b-T3F 

16 BI.AM Release 1, 

https://Schedul.ef
https://Fil.i.nJ


EXEXlJI'IVE MAN1\GEMENl' - 1000 

Pennanent 'lalp:>rary 
tacriptia, of Rec:Drds Filirq Disposition Records Records 

, NARA Jd> Nuatier Instructiaa Instructioos Sdledule # SChedule # 

34. 

1IEl1ts 

ArrarlJe by GIi() aulit 
nmt>er. 

0.1t off at end 
of fiscal year 
in which oor-

niplies to 
follc:JIH.I) actiaa 
of audits; notifica 
farthc:an:inJ m.xlits; draft ard 
final adit zepca:ts: informal 
irquiries; am a Matts a, 
f i.n:linJs ard zecxanerda.tims. 

rect:ive actiaa 
to atdit are 
CXlll)l.eted. 

a. Office worlci.nq/informa-
tiaial oq>ies. 

m 1234a-TO 

w111-10RAWN 

b. Official cq:,y maintained 
by office respa1Sible for 
audit otm.n>l. 

Hold J years or 
until volume 
warrants; Ieti.te 
to FRC. Freeze 

1234b-T3F 

NARA JOB rec:x.mls: destroy 
10 after 
cutoff. 

35. FDERAL RmISI'l!R NOl'I,-,.-,::. 
DxuDents relatirq to the 
praparatim, review, clearan:::,e 
ard pmlicatiai of mt.ices in 
the Federal Register. Rec:Dr:d 
cq:,y :retained in office of 
origin. 

NARA JOB NCMEl 

ArrarlJe 
c::i'lnn>logically. 

0.1t off in 
fiscal year of 
plblicatim. 
Hold 5 yea.rs or 
until volume 
warrants; Ietire 
to FRC. Destroyw- f9
20 yea:rs after iJ 
.83til;a11a11t. 

1235-TS 

16 BT 'elease 1, 



EX!XUl'lVE MANAG1HN1' - 1000 

ipticn of Rea:JJ:ds 
& MM Jd:> Nlmber 

36. .AIKtNISl1Wl'IV APPFAIS. 
D:x:uments relatin:J to an 
indivic:btl 's 8R)Ml of an 
amin:lsb:ative decisicn urder 
25 cm 2, aid related dccu-
IIB'lts. 

MM .JaJ IUIBm 

37. AUDllL AND SUBS'lMCB A1Um 
~ fllG. Docunents 
relatirq to the identificatim 
of an individual with alocilol 
and/or stmt.ao::,e abJse am 
tlwrtualt thereof, aid related 
dcxuaents. 

MM'1081114Bm 

38. MORI, AND SUBS'lMCB AIUm 
RBl<HfS. Files oontain badcup 
intamllticn aid r:eports 
raquind by the alocilol an:l 
amt:an:,e aruse piogram. 

MMJOBNlHJm 

Filirg 
Instructic::n!I 

ArranJe by pl'.og.tmD, 
then alplabetically 
by name. 

ArranJe alplllbet.i-
cally. 

Arra.rge by locaticn, 
then dlralologi-
cally. 

Disp)siticn 
Instructicns 

Permanent 
Rlecx>1:ds 
Sdledul.e I 

'J.'enpXary 
Reooxds 
Sdledul.e t 

Olt off at close 
of fiscal year 
in whidl deci-
sicn en 8A)Nl 
is made. Hold 5 
years or until 
vol\1111 warrants: 
r:at:..i.n! to FRC. 
Offer to MM 20 
years atter ~ G
£9' :Yi II at. C., • 

U36-P5 

Olt off when 
treatment is 
:refused or 
CXJll)leted. Hold 
5 years, then 
destroy. 

U37-TJ 

Olt off at eni 
of fiscal year. 
Hold 5 yea.rs or 
until volume 
warrants; r:eti:re 

to FRC. Destroy tt-rfF
20 yea.rs after w 

-t:et::b:l'llil!!rl\. 

U38-'1'5 

16 BI.AM Release 1, 



EXEXl1l'IVE MANAGEMENl' - 1000 

Pennanent Tenpora.ty 
Descriptioo of Recxm:is Fili.n;J Disposition Reoo:r:ds Reoo:r:ds 

& NARA Jci> NuniJer Instructicns Instructicns Sd:ledule # Sd:ledule # 
=::::========================================================== 
39. SPEX;IAL ~ CASE Wffl­

Dx:un&Jts relati.n;J to special 
projects or initiatives by the 
Blieau. Files in:::hde info:rma­
tiai cm project, project guide­
lines, applicaticns, detennina­
tialS 00 awroval, b.d;Jet 
levels, am other related 
documents. 

a. Files al applicants oot 
selected to participate in 
project. 

b. Files al successful 
ai;:plicants. 

&rarl)ebyproject 
then by ai;:plicant 
name. 

rut off when 
applicant is 
ootified of ncn­
selectim. Hold 
6 ll01ths: 
destroy when 00 
lon;ier needed 
for referenoe. 

rut off at close 
of fiscal year 
in which project 
is oa.,pleted. 
Hold 1 year; 
destroy when 00 
lorger needed 
for reference. 

U39a~ 

U39b-Tl 

16 BI.AM Release 1, 
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EXEXlJl'IVE1'1ANAGEMENI'-1000 

Descripticn of Records 
& NARA Jcb NI.miler 

40. 
5 

prepared -
ferrin} ~ 
Records CB1ter or 
Amlives locatiai. 

a. Master sets of forms am 
detailed inventories 
maintained by Area or 
8.n"eau Records Officers 
for shipnents sent l.lDEr 
their jurisdictia1S. 

b. other office oq>ies. 

NARA JOB NCJmER Nl-75-89-1 
' ' 

16 BIAM Release 1, 

Filin} Dispositioo 
InstructialS InstructialS 

.Arran;,e by year then a.rt: off at em 
aocessiai nmh!r of fiscal year 
arr:J/or progzam. in whim rec:mds 

in acx::,essiai are 
destrc7fed by the 
FRC arr:J/or 
transferred to 
NARA. Hold 5 
years or \.Dltil 
volume warrants; 
retire to FRC. 
Offer to NARA 10 
years after 

il:emeut. 

a.rt: off at 
of fiscal year. 
Hold 5 years 
then destroy if 
oo 1~ needed 
for refel."el"O:!. 

Pernenent 
Records 
Sdledul.e # 

Teuporary 
Records 
Sdledul.e # 

U4Qa-P5 

,, , , I tl.,1\/\Wft 

1240b-Jl'5 



.. 

Al11'tllATFl) Dl\T.. ..JCESSING - 2200 

Deacriptia, of Aecmds 
& NARAJci>ll.mtJm-

. 
\de request for 
specifications, 

gaations an:lt'-qJIIIIIBnts 
izirg official 
:r:eapcrlB8 to the UIIRllll:'<.B 

...,.. 
author-., 

~, flowchart Of 'Clll,-.,CSXlll~ 

i.nJ syatan: narrative nmdJ.'lt:. 
describirg the ax.istinJ SVRt~ 
ani the pa:qa,ed systan: flaw 
diagram of thei pa:q:ioeecl. sys­
tan; CXJSt c::aipn-iscm of exist­
in:J and pa:q:,ased pa:ooedures; 
detailed CXJSt narrative: a 
sdledul.e for i:nplanentinJ the 
ptq.uged systan slDd.ng begin­
ninJ data ard projected i:nple­
ment:atia, data: ard J:eView and 
aocept:ame of the feasibility 
sbdy, docunentatia, reflect­
in:J the user's J:eViar of the 
pu p.>Sal, ard related docu­
ments. 

NARA JOB NlJmm________ 

16 BI.AM Release 1, 

Filirg 
Instructions 

ArranJe as 
appq,r:iata. 

Dispositia, 
Instructims 

0lt off at close 
of fisall. year 
in which pro­
posal is a,oept.­
ed or other fi­
nal determina­
tia, is llBde. 
Destl:oy 5 years 
after rutoff. 

Permanent 'l.'e1p>rary 
Recx>rds Recxrds 
Sdledule I Sdledul.e# 

2201-'1'5 

.. 



AtJia'1ATED DA.TA PRCX::E.SSING -- 2200 

Pe.nnanent Tenporary 
Description of Recx:>rds Fili.rg Disp:::>Sition Recx:>rds Recx:>rds 

& NARA Jab Number Instructions Instructions Schedule # Sched:ule # 

2. SYSl'EM DESIGN Fil.E. 
inc::11.Xie a general 

svistE:!lli'oairrative, a flowdlart 
r:equi.renents, 

a description the data re-
quirements, file data set 
descriptions, the la of 
each outplt report, d,,_,..,.......,o:t.... 
fl0"1 diagram, glossary of 
terms arrl al:lbreviations in­
cludirg a list of referezres 
which suwart certain require­
irents of the specifications, 
arrl a review arrl acceptanc::e of 
general syst:em design specifi­
cations by user. 

NARA JOB NUMBER.________ 

An"anJe as Destroy when 
aw:rq:,riate. syst:em is 

superseded or 
discontinued. 

a. For systems in which 
master data files are 
declared permanent, trans­
fer to NAR'1-with appropriate 
file. Z, LDUJ.. 

b. For systems in which all 
data files are disposable 
under this schedule, 
cutoff where system is 
superseded or discontinued. 
Destroy when all magnetic 
tape data have been 
destroyed. 2, 'l.i> 2.h 

16 BIAM Release 1, 



Descriptim of Reoonls 
& NARA Jd> Nunt,er 

Filin;J 
Instructioos 

Disposition 
Instructioos 

tan, the ri'i"--+ 
gener:al )lI'Ol:,emli[Q 

:rel.a­
:al sys­

an:) 

Arrarge as 
c1AJiq>riate. 

Destroy -..ial 
subsystem is 
superseded or 
diSCD"ltimed. 

J\IJl01ATED D. '~ING- 2200 
I 

ments; a fl.CM::tlairt'-.atJDW.iln:J 
data flow, a file fl.u.-..........1.a 

gram, a :nwiew of BUr.m,nn:an 
lllXiul.e specificaticns for 
aoc:uracy an:J OCllpleteness. 

NARA JOB RJII~-----

Permanent Tenp'.)rary 
Records Aecx>.rds 
Schedule# SCnedul.e I 

For systems in which 
master data files are 
declared permanent, 
transfer to NA.R.A--with 
appropriate file. z1,D)~ 

b. For systems in which all 
data files are disposable 
under this schedule, 
cutoff when system is 
superseded or discontinued. 
Destroy when all magnetic 
tape data have been '11 >.J ~ 
destroyed. /,;f,,J,I 

16 BIAM Release 1, 



-----

Al1IOOTfD OOTA ~nr.; - ~oo 
I 

Daacripticn of Rleooids 
&NI\RAJd)NunfJer:' 

~ 
, and 
logic 

le; 1111::111-~ ens 
c:xm:a -
naticn of eacfl -p--
PIOJI.• pm:b:,ed 
sage, and the acticn 
test data an:I run diagram; 
a review of the amp.rt:er pro­
gram specificaticns deter­
min.inJ accuracy, efficieocy, 
an:I CX11pleteness. 

NARA JOB •--"-------

Pennanent 'l'el1p)rary 
Filirq Disposition Reoords Reoords 

Instructiais Instructioos Schedule t Schedule t 

Destroy lltaer1 00 2204-TO 
8ft>Lq>tiate. 
AITarge as 

lorger neectcd 
for 1:eference. 

16 BI.AM Release 1, 

https://r:efere.lD


AlmH\TID OM. DCESSD«; - 2200 

Permanent TE!lporary 
Deacription of Reo.>tds FiliRJ Dispositim Reo.>tds Reo.>Ids 

• NMAJd:>Nlmt>er Instruct.ions Instructions Schedule I Schedule I 

-irpitool 
- encxxlinJ raw 
- jd:> ~ 

An1mJe as Destroy wen 2205-'1'0 
GAJiopl late. program is 

~eeded-

- amb:ol cud pnll'Jlllr&e:kll 
- identify:l.nj prooe a:e cxxlee, 
- operatinJ syataa 
- outpJt preparation am 

distr.ibJtim 

Also ircbdes user reviar am 
acx,ept:anoe of operations. 

NARA JOB •-"&Ul:,A'-.------

.. 

16 BIAM Release 1, 

https://identify:l.nj


AUICMATfD DA.TA PRQCESSm::; - 2200 

~ Terp:>rary 
Descrlptim of Recx>tds Filing Dispositioo Reoords Recotds 

& NARA Jd> NuntJer Instructicns Instructicns Sdledulel Sdledule t 

p.r:ogi: 
matim 
for ocmpl 
with data ard pr: 
JllVl.lill. pr: ires. 

NARA JOB t«JIBfl\______ 

7. USER IXlCllmQ.TICti flII, o:n­
sists of the foll~ itam: 
an a.rt:J.ine of the capabilities 
an:i limitaticns of the syst:an, 
instnlctiais for preparing 
srurce documents and sanples 
of each dcx:nnent, a list or 
table of edit criteria, neth­
ods for establishirg an>lic­
able batdles an:i OCXltrol 
totals, an:i definitioo of 
error messages. 

NARA JOB WMBER,________ 

Arrarge as Destroy ~ 00 2206-TO 
an:n:q:,riat.e. la-ger needed 

for refenn::,e. 

Arrarge as Destroy~ I a. For systems in whichapptq,riat.e. system is 
master data files aresuperseded or 
declared permanent,di smnt:ira.led. 
transfer to NARA--with 
appropriate file. 

L'2.o1~ 
b. For systems in which all 

data files are disposable 
under this schedule, 
cutoff when system is 
superseded or discontinued. 
D troy when all magnetic 
tape ta have been 
destroye 2.0tb 

16 BI.AM Release 1, 



Al1RM\Tll) ll\1. .DCESSJN; - 2200 

Permanent TEl1p0rary 
Deacriptia, of Records Filin:J Dispositioo Records Reooids 

& NARA Jci:> Nunt>er Instructia,s Instructia,s Sdledule I Sdledule I 

, 
, 
date 

of , ant 
nn, deck . Used 
by 0Cllp1ter sh:Jw 
SEICJ&Ee, irp.rt:, salllQE!IB, 
identificatim of tapes, 

9. fW]IINE ffl1JJ?ATICli Rl!XXHJ 
fllffi~ 0:mp.1ter pri.ntalts 
showirq utilizatia, of machine 
by project ant lost time; used 
for intemal mnaganent of 
ocnp.rter irmal.latia, ally. 

Arrarqe as 
8A,llq:>I iate. 

a.rt: off wen 
~­
Destroy 3 II01ths 
after rutoff. 

a.rt: off at close 
of fiscal year.
Dest.n7J 3 years 
after rutoff. 

2208JJ:'O 

2209-TJ 

16 BI.AM Release 1, 



Alm'.:JlfATE) lWl7\ IR>CESSING - 2200 

iptim of Aeoonls Filirq Dispositim 
& NARAJci>Nlmt>er Instructims I.nst.nrtims 

Arrarqe as art: off when 
.......~- Ircildes project axle, i!AJiq:>I late. superseded. 
i.aa"JD,eiicatim Rmt>er of AIP Destrc7j tape 
work : date, type, an1 data 2 years 
priority the recJ)Mt: after cutoff. 
recpeeted an1 ta:I an-
pletim date: est an1 

Permanent 'letporary 
Aeoonls Aeoords 
Sdledul.e # Sdledul.e # 

221<>-'1'2 

actual nan an1 -~J..Ll~=IYIID' 

percent a:mpletim: au'.'I1!1rlt:--,. 
nan ard 1IBChine-hoors: ani 
last status chan:je date. 

16 BIAM Release 1, 

.. 



AlmJI\TID CWl. .OCESSIN;:i ~ 2200 

Deac:riptia, of Reo:Jrds 
& ~ Jd:> NuntJer 

Filin} 
Instructims 

Disposition 
Instructiais 

Arran:Je as a.rt off vien 
an,n:opt late. ~­, Dest::roy t.ape 

of pro­ data 2 yea.rs 
gram: naJ:UWcllJ.'lll. used: after cutoff. 
-.r>Iy """,f',I~"'""'.......,,...,,_ 

at.or interwntim: 
qler­

in-
put Nd.la .IJRi iq:plicab 
aJl.ll1Je doculalt:s: Il!()OI. t 
ftapn:!y, awniga IUlbar of 
pagee, ant n.,.,.. of ocpiea: 
anl average tiae required to 
print, decollate, burst, bird, 
am distriblte the 11!(XD.t.. 

.. 

Permanent 'Iatp:)rary 
Records Records 
Schedule I Schedule I 

2211.JJ.'2 

16 BIM Release 1, 

https://a.-.ilLI.LI


J\l1Rl1A1ED Dl\TA PR>CESSD«:; -2200 

Permanent 'leqx)rary 
Deac:riptiaa of Records Fili.nJ Dispositia1 Records Records 

& NARA Jci> NllRtJer Instructia,s Instructions Scnedule # Scnedule # 

ber, 
t.haa, 
start ti.JE, 
tan identifier. 
to pn!pUe a variety 
ports at Oalplter 
both internal. ant extema1. 
nanagement. 

NARA JOB N:11~-----

13. lqg CR SCMJa1 'D\PE F1Jffi~ 
Magnetic tape files used for 
the cmratiaa of a p:ORSS.in} 
step or jci>. 'Ibey nay be 
reused or written over duri.nJ 
or at the erd of the jci>. 

NARA JOB tumfR.._______ 

Arran'Je as 0.lt off when 2212-'1'3 
aw1opriate. superseded. 

Destroy tape 
data 3 years 
aft.er cutoff. 

Arran'Je as 2213-'ro 
df4)10pl iate. 

16 BI.AM Release 1, 

https://p:ORSS.in


AI.m'.ltATfD 1W. .«JCESSD«; - 2200 

Pamanent 'l.'Ellp)rary 
Daacript.im of Recmds Fil.irg Disposition Rec:ot:ds Recmds 

& NARAJd>Nlllber Instructicns Instructions Sdledule I Sdledule I 

• 1hese 
ic tape files cx:ndst of 

wartt acrat:dl tapes which 
hllYa UiCl\~UBl~itiaw axptM-
aed in of days. 'DJe 
tapes am a suffi-
cia,t nat>er of cllring 
the .retentim period .,....,~~ 
they have been SUOOE•full 
used as irpJt ard are ocn­
sidan!d useless. 

1s. MMH;l'Ic PRXiRN1 'mm mm. 
o:mtain data transfern!d fran 
pr:ooesaar pr:OCJt• dec:ka which 
are read into ocmprt:er IDl!IIDIY 
which generates data pr:ooes­
sing fmdims. 

NARA JOB IDIBf.R....________ 

16 BI.AM Riel.ease 1, 

Arrarge as Destroy 2214-'l'O 
8A)lql[iate. acxxn:din;J to 

pr:ogxamer 
instructims. 

ArranJe as 2215-TO 
8A)l'.optiate. 

https://Daacript.im


NJICM\TfI) ~ mocESSING - 2200 

Descriptim of Recx>rds 
'NARAJd> tbltler 

17. PRDfl' 'llfti mm- Magnl!t.ic 
tapes a:l1taininJ source output 
data extracted fna the system 
without dest.l'oyi.rg the SOU1'0e 
tapes. Used for pmcklci.rg 
nqui:red printouts of tabula­
tims, ledgers, tables, regis­
ters, an::l 1eports. 

Fili.rg 
Instructims 

Disposition 
Instructicn; 

ArranJe as Dispose of after 
ann:ap1iate. third update 

cycle. 

Dest:rc1f tape 
data wien no 
lager needed 
for referen::::e. 

Permanent 'larp:>rary 
Reooids :Recx:>rds 
Sdledule f Schedule t 

2216-TO 

2217-TO 

16 DIAM Release 1, 

https://pmcklci.rg
https://dest.l'oyi.rg
https://mm-Magnl!t.ic


M1lQ1A1m (ll\'L .x;g;sm; - 2200 

Description of Recx>J:ds FilinJ 
Instructions' NNV\. Jab N'unt>er 

18. Arrarge as 
apptopt iate. 

seairi 
is dmeged 
erased. 

19. JIIQEfIC 'lN?E LIIR\R¥ CDf1R)L 
~. 'lhese magnetic t.ape 
files are updated daily and 
cxndst of library t.ranmction 
recx,rds used to naint:ain the 
tape library. 

NNV\. .JOB Nll!l&L______ 

Disposition
Instructions 

Destroy tape 
data V18l1 00 

101'¥]el" needed 
for zefenn::ie. 

Permanent 
Records 
Schedule f 

'lu1porary 
Recx>J:ds 
Schedule I 

2218-'ro 

Dispose of after 
fourth~ 
cycle. 

2219-'ro 

.. 

16 BIAM Release 1, 



informati 
descriptia,s' 

Al1IOOTfl) ~ PROCESSING - 2200 

Pennanent Teqx>rary 
Descriptia, of Records Filirg Dispositic.n Records Records 

& NARA Jc:i> Nuni:ler Instructiais Instructia,s Schedule# Schedu1e # 

" 

ship, life esta , eases, 
prdlates, deposits/ WJ.i."tA;jrcn1-
als a, Irdian acxnmts, 
related informatia,. 
(Official record cq,ies of 
documents used in developte rt 
of the autanated recxn:d­
keepirg systan are neintained 
as case files in the 
awicpriate piog1am areas 
havirg furct.i.a,a}. respa,­
sibility) . SUB.JEr1' 'IQ '1HE 
m;M&Y N;r CBIA-25l • 

a. 0:llplter printouts. 

b. ~ic tape data. 

16 BIAM Release 1, 

OJt off at erd 222Qa-'l'l 
of fiscal year. 
Hold 1 year then 
destroy. 

Dispose of after 2220b-TO 
foorth update 
cycle. 



CDI~ ...'S - 2300 

Permanent 'Ietp:)rary 
Dascriptim of RecX>rds Filin;J Dispositia, RecX>rds Reoords 

& NARA Jd:> Nunt>er Instnlctims InstructialS Schedule I Schedule I 

1. . In:lmes Arran:Je alpmbeti­ Destroy lihen 2301-TO 
recm:ds of bi<lierii'71Jlljj~g___ cally. can::,elled or 
lists, bidtlers' list aJPli­
catiam Sldl as SF 129 md 
nu.ated papers. 

NARA Jm IUHJL__ 

, or 

cpuified b 
list. 

is 

~--~11affle1:. Oma files of bids 
ptoepective 

lies, 
ices. 

16 BJ.AM Release 1, 

Arrarqealpmbeti­
cally. 

OJt off at close 
of fisa.11 ymr 
in "'1.idl bid is 
denied. Main­
t.ain SlXXl!BBful 
bids in official 
CUiltdl..1:. case 
file. ll>ld 6 
years 3 amt.ha 
or I.D1til volune 
warrants: r:etire 

'a/ 

2302-T&.JF 

Yillhl>~WN 

.. 

https://2302~.JF


CDIIRACIS - 2300 

Descriptim of Recx:>ros 
& NARA Joo Ntmt>er 

3. 

unsolici 
irn:JVative , 
lat;Jae:at of reoeipts1 re­
lated awanled cottesp:adence. 

NARAJOB~ 

4. 
llU§. 
fonnal aqi::'eeme?lb.Jbet:WE!N!ll 
Federal &ltities to mm 
services m a xei:nt:Jursabl 
basis. lk>Clnents inclme 
original cq,ies of pr:e award 
data am as basic irat:eragerq' 
ag1.eeueit, IIIJdi.fications with 
SlJA)Ortin:J papers, ocst esti­
mates, vtU:her' transfers be­
tween an;,rq>Liations, 
sdledules of withdrawals ard 
credits, reports ard xelated 

·- - papers. Rea>rd cx:py retained 
by office of origin. 

NARA JOB NUMBER________ 

Filin;J 
Irstructions 

Arrarge 
alpiabetically. 

Arrarge by case 
n.mt>er. 

Permanent 
Disposition Rea>rds 
Instructions Sdledule # 

0.lt off at en:l 
of fiscal year 
in which pLq.tr 
sal is denied. 
Hold 6 years 3 
IID'lths or lD1til 

destroy 
freeze is 

0.lt off at close 
of fiscal year. 
Hold -6 Jll!ilml J :l.y'5 • 
IID1t:hs or 1.D1til 
volume warrants; 
retixe to me. 

=~Gyr~ c;.P-fetr C~~ 
e:e:cze :l:s-

Tenp:>raty 
Rea>rds 
Schedule# 

2303-'1'6.JF 

Wl1Hlil'IAWlt 

2304-'1'6.JF 

16 BI.AM Release 1, 

https://relat.ed
https://2304-'1'6.JF
https://1ffli.ch
https://2303-'1'6.JF


r=:a~~ 
! 8&!!E!!llllilllt when 
freeze is 
lifted. 

cx:NIRACl'S - 2300 

Permanent TEllp>rary 
Descriptim of Records Filirg Dispositioo Reoords Records 

& NARA Jct, Nunt>er Instructicms Instructicms 5c:hedule # Sdledule# 

nautors n!l!~IS 
ministerirgBIJl~ntJ::act~ 

ArnmJe by CD'ltract 
m.miJer. 

Incl\Xle cq,ies of <b;i.iment:s 
founi in the official CDltr«:lCt 
file such as mt.es ard wort]tWJ 
papers cxn:mning CXlltractor 
activities, evaluatioo of 
prq>osals, reports, ard 
related~-

NARA JOB Nl!mm Nl-75-89-1 

Oit. off at close 2305-'l'JF 
of fiscal year 
in whidl final 
payment is made. 
Hold 'J..years or 
until volume 
warrants; retire 
to FRC. Freeze 

16 BI.AM Release 1, 



o:mRACl'S - 2300 

~ 'J.'elrp)rary 
Descripticn of Recx:n:ds Filirg Dis(x>sition Reom:ds Recx>rds 

& NARA Jct, Nunt,er InstructiCl'IS Instructicns Schedule# Schedule# 

files wni~ 

cxm:ract:s 
or 

tribes urder t:hl!!Ni:t;lnt.J:actjj'q 
pr:CIOE!iSS of PUb. L. 
the adm.inistraticn of LU.Lr--... 

grams. OW! papers m::lude 
applicatiaw, instr:unent 
MlaZ'ds, special ocnlitiaw, 
fiscal ard pr:ogxam IUView 
c:hedtlists ard IEIIDr8J'da, 
adjusbiert lttioes, financial 
ard narrative pr:og1. ss. 
financial payment reocads, 
natitarirg 1.epm:ts, ard 
ruat.ed oon:espc::n,'len::,. case 
files can,ot be closed ard 
retind withaut the irr:::lusicra 
of final payment reocads and 
other necessary financial 
docunl!nts. 

An-arge by grant or 
cxrrt:ract n.mt,er. 

OJt off at close 
of fiscal year 
in which 
cxrrt:ract is 
OClll)leted. R:>ld 
3 years or until 
VOlUlle warrants: 
i:etire tD me. 
Offer tD NARA 20 
years after 
cutoff. 

2306-PJ 

16 BIAM Release 1, 



brll.din:Js ard utilities. 

NARA JOB ?«Mm\_____ 

tenninatim of 
project. 

S - 2300 

PeITtenent Tenpmny 
Descriptim of ReooJ:ds Fili.BJ Dispositim ReooJ:ds Records 

& NARA Jci> Nunt>er Instructims Instructims Scnedul.e # Scnedul.e # 

bids, 
i­

tim 1 t.ed oox-
~del10e ~·- ial 
pertaininJ 
facilities 
reptlr,lmaint.enaooe of 

Arrarqe by ocntract 
n.mt>er. 

OJt off at em 
of project. 
Place in 
inactive file; 
destroy m-site 
10 years after 

2307-Tl.O 

16 BI.AM Release 1, 



<.nn:RACI'S - 2300 

Descriptim of AeconJs 
& NARA Job NuniJer 

8. 
. Files caver 

a ~ of OCl'lStnctioo 
design survey, am ioolme 
the criteria or ratirg pro­
p:,saJs, task or:aars 
tract.or's oost es1:iJllat:E!S 
ag:ceaalt. am eva1uat1 
these OCl1Structim pre­
r:equisit.es am am issued 
urder Irdefinite Delivery 
OJnt:ract:s or fanally adver­
tised for ~itive bidlin;J. 

NARA JOB nva:,u;a:,E\_______ 

9. INDIAN §RJP-®ll!H'IINATIClf 
crus, t. 93-638) .AUDIT nrm;. 
a:risist of documents created 
durirg ooot:ract amits oa,­
ducted by the Inspector 
General or a O!rtified I\Jblic 
Aa:xJuntant fim. Files 
in:::l\de fi.nd.in;Js, U!ICXllllElr­
datims, am planned oor­
rective actims by contractor. 

I 

NARA JOB NUMBER,.______!_ 

Filirg 
Instnlcti.ms 

ArralY:J9 by CD1tract 
nmt>er. 

Arrarge by cxm:ract 
nunt>er. 

Disposition 
Instructims 

OJt off at close 
of fiscal year. 
Destroy 10 yeat'B 
after cutoff. 

off at close 
of year 
in Whi t 
is closed. 
Destroy 10 VBrt:m--... 

after cutoff. .. 

Permanent Tenp:>rary 
Rec:ords Rec:ords 
Sdledule # Sdledule # 

2308..JI'l.O 

WITHDMV,tl 

2309..JI'l.O 

16 BI.AM Release 1, 

https://Instnlcti.ms
https://r:equisit.es


al\ -TS - 2300 

Pennanent Terrporary 
Deecriptiat of ReooI'ds Fili.rq Disposition ReooI'ds Records 

& NARA Jd:> Nunt>er Inst.ructia,s lnstnlctions Sdledul.e # Sdledul.e # 

• 'Dle cxn­
in this categm:y are 

q:>1en,,;-r:'kE!t or amnereially 
~-t..a.ao:~for cuapetitive 
bidiirq at ects such as 
ADP, refOieSta asbestos 
remaval., water studblte 
su1tants, am food/j __..,_ 
services. 'lhese files -....-.:..-,..,...p::'­

thoee CD1tracts awanled \D'der 
the &ty-Irdian Act. Files 
OC11Sist of the SUOJI eesful 
bi<tier's awlicatiat, ptt ipOS8.l. 
irci.t.din;J fixed prices at 
which bid was nede, services 
to be provided, ag:reement, 
cx:nlitions of OCl1tract, bd;Jet 
financial transactia,s, natl­
torinJ 1.ep01ts am related 
cxn:1.espcxdeuoe. Aeool.d ocpy 
maintained at Ai.ea Office. 

NARA JOB ?«Imm,________ 

Arrarqe by cxm:.ract a.rt off at close 231()-11'10 
rurber. of fiscal year. 

Destroy 10 years 
after cutoff. 

16 BIAM Release 1, 



CXNIRACI'S -- 2300 

Permanent Tenporary 
Descript.101 of Reooros Filin;J Disposition Reoords Recx:m:ls 

& NARAJcbNuniJer Instructims Instructions Sdledule t Sdledule t 

11. smvig; CXlfflW;"1' AUDITS. 
Dx:unents cteated in the audit 
of omtracts tmidl are awanled 
after cutpetitive bid:iin} or 
awamed urder the llJY Imian 
Act. Files ircl.tde f inilnJs, 
1.&.X111ue1datims am plamed 
mua.:tive actiorB by CXl'l­

tractor. Maintained by Area. 

NARA JOB n'-"'"KK:I"-------

ArranJe by CXl1tract 
md:>er. 

a.It. off at close 2311-TS 
of fiscal year 
in tmidl all 
cm1ective 
actions are 
<Xllpleted. 
Destroy 5 years 
after cutoff. 

16 SIAM Release 1, 



a:tl.I'RACl'S - 2300 

Descriptioo of Reoo:rds 
& NARA Jct> Nunt>er 

ioo, 
tiatioo, ad­

award, • • , 
ao:::,eptance, 
pun:hase 
cltdes cx:ntract:s, 1 
ard su.zety recx>r:ds, cxn::r 
pcn:len:,e ard related papers. 
(PUrchase transactions th:r:ttgh 
requisitions ard purchase 
orders are maintained urx:ler 
#2539 ard 2853). 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Filirq 
Inst.ructions 

Arrarge by catt.ract 
or pm::hase rn.mt>er. 

Dispositioo 
Instructions 

o.it off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: :r:etire 
to FRC. Freeze 
recm:ds; destroy 
5 years after 
retirarent when 
freeze is 
lifted. 

Permanent Tatp:)ra:ry 
Recx>Ids Records 
Sdledule # Sdledule # 

2312.JJ'JF 

WITtlillVVIN 



Offer to NARA 20 
years after 
art:off. 

,. 

a:ff.lRAC'l'S - 2300 

Description of ReoJt.ds Fili.Jg 
& NARA Jcb Nud:ler Instructims 

in:::lu:ie 
BIA-Tribal 

$100,000 
or mi:e in:::l__.,. 
antesp:.uia,ce. 

Arrarge by grant or 
cxm:ract nunber. 

carn,t be cloaed ard .rwll.J.LWIII.A 

without the in:::lusim o~u-._, 
payna,t reootds ard other 
necessary finarx:ial documents. 

NARA JOB NllH.R ------

Disp:,sitioo 
Instructions 

art:. off at close 
of fiscal year 
in wen 
cxm:ract is 
cxmpleted. Hold 
3 years or until 
volume wan:ant:s: 
retire to FRC. 

Permanent Tenporary 
Records Reoords 
Schedule I Schedule I 

2313-Pl 

16 BINI Release 1, 

https://ReoJt.ds


fAGUJTTffl ~ - 2400 

Pemanent Tetp:>rary 
Descriptia1 of Recx>r:ds Filin;J Disp:,sitim Recmds Peoords 

& NARAJobNUnber I.nstructi.CllS InstructiCllS Schedul.e # Schedule# 

. 'lhis file reflects the 
data ini.n;J to types an:l 
values o ities at varioos 
locatiC11S. is used in 
planni.n:J ard 
amptia1orcpmti 
'1he file shews agBIJC'/ 
locatiam, activity, 
PIOCJI&m .:Dltrol, original CXJSt 
of the utility, pi:esent value 
of the utility, repl.aalnent 
CXJSt, year ocmpleted an:l 
renovated, CU'ISUllptia1 rate or 
quantity, actial cxxie an:l 
general ledger acxxJlD1t. 

a. PrintaJt/J:,aper cq,ies used Arrarge by locatia1. 2409a.JJU 
as no:n:d copy. 

b. lllgnetic t.ape data. Anarge as Disp:Jse of a 2409b-'I'O ~ 

awi:q,r:iate. ttd:rd update 
NARA JOB cycle. 

16 BI.AM Release 1, 

https://Desc:ript.im


FACILI'l'IlS ~ - 2400 

Permanent Te!lp>rary 
Descriptim of Recor:ds FilinJ Disposition Reooros Records 

& NARA Jci> NuntJer InstructiCl'lS Instructions Schedule t Schedule t 

• '1his 
ile c:xJl1t:ains cunula­

tive data ative to the 
repair am m!jd;A:!llalrDe of 
builclligs am stt,1CbJII1!S 
Shows agacy codes: 
activity: a:JSt codinJ t~me 
FY: dollar a:JSt of labor, 
pair, ard ~: clearirq 
aoccunt am total a:at for re­
pair or maintenaooe. 

a. Printart:/paper oq,ies used 
as recmd <X'1Y· 

b. Magnetic tape data. 

NARA JOB tUIBEJL______ 

Destroy when 241Qa..Jt'O 
superseded. 

Arrarqe as f after 2410b..Jt'O 
~qn:iate. te 

16 BIAM Release 1, 



FAQ]rl1'Iffl !WiAGEMENl' - 2400 

Permanent Tetporary 
Desc:ript:.im of Recm:ds FilinJ Dispositim Rax>tds Rax>rds 

& NARAJc:i> Nunt:>er Instructions Instructions Sdledulet Sdledule t 

mused in 

reptlr 
jects. '!he 

code, , 
priority, m:ea pri 

priority, activi 
code, project, work order, 
justificatim code, and dollar 
anamt. Also used to ~ 
lish priorities for f'unlinJ. 

a. Printout/paper ocpies used 2411a-'l'O 
as 1e:xud ocpies. 

b. Magnetic tape data. ArrcmJe as 241J.b-lro 
awi:op1iate. 

NARA JOB 

.. 

16 BIAM Release 1, 

https://Desc:ript:.im


FAQJ;JT'(f§ ~ - 2400 

Pennanent 'letporary 
Descriptia, of Reoor:ds FilinJ Disposition Reoxds Reoxds 

& NARA Jc:i> Nunt,er Instructions Instructions Schedule I Schedule t 

the 
IJa. 
used in iminr+•ct 

backlog of ~il'l'r 

anl inp:oYanent 

al 

'ons 
'1he 

file omtains aQIEllC'lr-GJde 
year, BIA priority, area 
priority, agaicy priority, 
activity code, project, worlc 
order, justificatim code, a.rd 

, dollar anomt. Infm:matim is 
also used to establish 
priorities for f\Jrrling. 

a. Printout/Paper ~ies used 
as :tt:ami cx,py. 

b. Magnetic tape data. 

MRA JOB tU&.R._______ 

2412a-'1'0 

Arrarge as 2412b-TO 
appr:q>I iate. 

cycle. .. .. 

.. 

16 BJ.AM Release 1, 



fl\CILIT.IES MAN1\GEMENl' - 2400 

Permanent Tenporary 
Descriptim of Reooi:ds Filin} Disposition Records Reconls 

& NARA Ja, NuntJer Instructiais Instructiais SChedule # Sdledule # 

tl>,R,W' PWPGfffl?fl' 5a1EDJ1.E OF 
$J'RYJ:OO- 'Ibis file is used 
for p activities of 
each pl JIBIB:IIIE!!llll!!llt office. 
It identifi-.rna work re­
quind m var1............... dinJs or 
gnuds. 'lhe file SIXl"8 Mm/ 
agaicy cxxies, locatim, 
of actim, buildirq ruli>er, 
usage code, al'.'91!1 in square 
feet, activity code, heat, 
electricity, water, sewer, 
n.mt>er of telepla18S, sanita­
tim, janitorial service, 
protectim, grounjs care, 
supezvisory service, ard year. 

a. Print:rut/paper ~ies used 
as no,td copy. 

b. Magnetic tape data. 

NARA JOB Nllmffl,,________ 

Arrarge by locatim. 2413a-TO 

Arrarge as Dispose of a 2413b-TO 
~q,tlate. third update 

cycle. 

16 BIAM Release 1, 



FINANCE - 2500 

Descriptia, of Rlecmds 
& NARA Jct, Nunb!r 

Filin;J 
lJ"Btr:uctia,s 

Dispositim 
Inst:ructims 

• '1his 
reflects the status of 

all acx:nmts. Shows 
gam:al D!qger ac:xx:,unt J'Ulb!r, 
aocountmJ location 
information, de6 and c:ralit 
bll!llan:,es, t:nmsact:i amounts, 
and other fiscal dat.a. 
file is used as a source fi 
IID!lt BIA f.inan::ial Ieplt.Ui 
may be used to CXl1Struct a GM> 
amit trial. 

ArranJe as 
appropt late. 

a. fb1thl.y tapes. Olt off 1ID'lthly. 
Dest.toy 1 year 
after wt.off. 

b. Year-em final tapes. Olt off 
of fiscal 
DIStroy 4 years 
after wt.off. 

C • Print.rut/paper cx,pies used 
as recm:d oq,y. 

Destroy when 
superseded. 

NARA JOB Nllfflffl ________ 

Permanent Tenp:>rary 
Reoords Records 
Schedule I Schedule t 

250la-'1'1 

250lb--T4 

250lc-TO 

16 BI.AM Release 1, 



FllWlCE - 2500 

Description of Records 
& NARA Jci> Nuni:>er 

2. 
Cfi 

lllese files 
used in the f '.naria!-~'3t:Em 
such as looation, qerlet'ln,... 
ledger structures arrl descrip­
tions, tribal ~:copriations, 
work ozders, arrl transaction 
codes. Tables are :cetained 
for xefererx:,e, ood.in;J or 
c:awersion pn:poses. 

a. Printout cx,pies. 

b. Magnetic tape data. 

3. 

the desi 
of aooountable off . 
Maintained. at Area. 

I 

HARA JOB NUMBER Nl-75-89-1 

:ceco:rds...; ......,.,........... 
5 years after 
:tetirement once 
freeze is 
lifted. 

Permanent Tenporai:y 

Recx>:rds Records 
Sdledule # Sdledule # 

2502b-TO 

2503-T3F 

IIVlllUll'IAWN 

Filirg 
Instructions 

Arrarge as 
aw:copriate. 

Arrarqe alJ,ilabeti­
cally. 

Disposition 
Instntctions 

a.tt off when 
superseded. 
Destroy tape 
data 45 days 

a.tt off at close 
of fiscal year 
in 'Which revoca­
tion ocx:::urs. 
Hold 3 years or 
until volune 

; :teti:te 

16 BIAM Release 1, 



FINANCE - 2500 

Permanent Telp:>rary 
Descriptioo of Reo:>ms Filirg Dispositim Reo:>ms Pecx>J:ds 

& NARA Jct, Numer Instructia,s Instructia,s Sdledule# Sdledul.e # 

ectirg 

le 
officers; sncJWS"~ al"l:e or 
statements of diffiel:"fio:,e!S, and 
related papers. 

a. emtificates OCJYerirg 
final balazx,e settlement 
and claims settled by GNJ. 

b. Cmtificates showirg 
pericxlic settlement. 

NARA JOB NUMBER Nl-75-89-1 

16 DIAM Release 1, 

Arrarge by acxnmt 
or case nunt,er. 

art: off at close 
of fiscal year 
in which settle­
ment is made. 

Hold 3 years or 
until volume 
warrants: retire 
to FRC. Fp!eze
n!CX>J.'ds; destroy 
6 years after 

h'emeltt on::e 

Destroy~ 
subsequent 
certificate of 
settlement is 
received.. 

2504a~F 

2504b-TO 



2507b-'ro .,. 

FINANCE - 2500 

Permanent 'lelrp.)rary 
Descriptioo of RecDrds Filin;J Disposition RecDrds Rea:>rds 

& NARA Jcb NUdJer Inst:ructims Instructims Schedule# Schedule# 

lcx:atim, fiscal yea.r, ~ 
priatioo, acxxurting infor­
mtioo, descriptim, other 
identificatioo, ard anamt of 
t:r:ansactioo. Used t.o oone..t 
irp.rt errors. 

a. Print.cut/paper cx:ipy used fat close 2507a-Tl 
as n,cor.d cx:ipy. year. 

year 

. 
also known as the 

."T.a::_aneact.iCll Register, is 
a CD1Pl1:el:'--..or:intout listirg of 
all CIOCument:s~_..- into the 
fiaca.l systan ~.&."J',..f Shows 
bat:dl fl.llber t ll.&.Jll..ullll:ISl1.,.._ fer-
ertce n:mt:Jer, area, , 

b. Magnetic tape data. 

NARA JOB NlJomER...______ 

Arrarge dlrcn::,logi­
cally. 

Dispose of after 
tJw:d update 
cycle. 

16 BI.AM Release 1, 

https://CIOC::llllllent~JD.rt


FINANCE - 2500 

Per:manent Tenp::>ra:ry 
Descriptim of Records Filin;J Disp:,sition Records RecxJJ:tls 

& NARA Jab NuniJer Instructions Instructions SChedule # Schedule# 

8. 
files ocng 

4236, Finaooial >D.:tilil"lt:li:RI;~ 
Systan OXle Sheet. Shows &:,c-; 
ument refereooe, general led­
ger debit or credit, area, 
aqen::y looatim, 8R).topria­
tim, activity, aocnmtin;J 
a::de, pi:ogi:am detail, 'WO.t'k 
order, object class, distri­
b.ltim, an:! a:nnmt of trans-

9. 
0:nsists of .l.'!:P'Lar.!,L SF 1012, 
Travel Vc:u::her, :rece.....,....,,.____ 
invoices, travel authoriza­
tioos an:! other documents 
lffl.i.ch reflect reimblrsenents 
to enployees or llDl1ey CM::d to 
the gove.nment for travel. 
SUl;dect to the Privacy Act 
CBIA-14l. I 

' !
NARA JOB NUMBER Nl-75-89-1 

16 SIAM Release 1, 

Arrarge chrcn:>logi­
cally. 

Arrarge ali;tlabeti­
cally. 

a.rt: off at erd 
of eadl quar­
ter. Destroy 3 
mcrrt:hs after 
cutoff. 

a.rt: off file at 
err.i of fiscal 
year in which 
case is closed. 
Hold 3 years or 
until volme 
warrants: retire 
"CO'--.JU'.!~. Destroy 
aocx:n::ttlln:f~ GAO 
instructions f: 
site audit 
records. 

2508-TO 

2509-TJ 

https://CO'--.JU
https://lffl.i.ch


FINANCE - 2500 

Descriptiai of Records 
& NARA.JabNunt>er 

of 

rel.a dcx::um~~ i.nJ 
pa: 
original f. 
GSA. 

11. FREIGffl' CARRTffl REXXRl3 • o:n­
sist of SF 1103, Gavemnent 
Bill of I.adirg, arrl dcx:um!nts 
to fnrlght carriers. 

12. SUBSIDIARY Il'PifiR FJLffL 
Recoros used as posti.nJ arrl 
cx:rat:col media but subsidiary 
to the general arrl allotment 
led;Jers. Irx::ltxles Aa:nmti.nJ 
D!ta Inp.tt COde Sheets, Batch 
o:ntrol Sheets, statements of 
Transactiais, Finaooial status 
Rep,rts, Report of Federal 
cash Transactions, arrl Request 
for MvmDes of Rei.nb.n:se­
ments. 

Fililg Dispositicn 
Instructions Inst:ructions 

Arrarge alplabeti­ a.rt: off at close 
cally. of fiscal year 

in whim paynent 
is made. De­
stroy 3 years 
after cutoff. 

a.rt: off at close 
of fiscal year 
in whim paynent 
is made. De­
stroy 3 years 
after cutoff. 

Arrarge mmerically. 
off.....'......,.,...._ 
in whim pa:iwllm 
is made. De­
stroy 4 years 
after cutoff. 

Per:manent Tenporary 
Records Recoros 
Sdledule # Sd:ledule # 

2510-TJ 

·-------

2511-TJ 

2512..JJ'4 

16 BI.AM Release 1, 

https://alplabeti�a.rt
https://Aa:nmti.nJ
https://posti.nJ


FINANCE - 2500 

Permanent 'l'e!lp)rary 
Descriptim of Rsoords Filin;J Dispositim Records Records 

& NMA Jci> lbriJer Instructions InstructiOl'lB Schedule I SChedul.e I 

Arrarqe dlrcn:>logi­
cally. 

or 
pm 
ag>li an:1"'1.ltwrt:racts so 
shows 
Reund~ 
~-

a. PrintaJt/peper ~ used art: off at close 2513a-T2 
for :recxn:d ~. of fiscal year. 

Dest:wy 2 years WI! tlCliAWff 
after cutoff. 

b. Magnetic tape data. 2513b-'l'O 

.. 

16 BIAM Release 1, 



F1\CILITIES MANAGfflENl' - 2400 

Permanent Tenp:>rary 
Descriptim of Reooros Filhq Dispositioo Recx:n:ds Re.colds 

& NARAJci> NlmJer Instructicns InstJ:ucticns Schedule# Schedule# 

ities 
of the 

Arran;Je as OJt off at close 2401~ 
&A)tcpiate. of fiscal year. 

Destroy 3 years 
after cutoff. 

BIA ahraoll:J',...i fi-
catim, 
,._,,.. . 
lal&.'Cl>II I 

itan; n.mtJer 
rent ard est.bated i 
nmt>er ani lDlits. Dlta 
this file is used for 
plannirq. 

16 BIAM Release 1, 



fACTI.JTIFS MAtW:iEMENI1 - 2400 

Pennanent. Tenporary 
Description of Recxmh; Filin} Disposition Reoonm Reoords 

& NARA JdJ Nuni:>er Instructims Instructioos Schedule t Sdledul.e t 

ivity 
, 

, , 
ocmtract, 
est.imates, 
code ard name. 
ocm:ained in this file 
in production of wt?DC 
grans. 

a. Printout/paper ~ used D:!stray "81 2402a~ 
as recxmi ~- superseded. 

b. Magnetic tape data. ArrarlJe as 2402b-'ro 
c1A)tq>t late. 

NARA JOB Nl»IIEI\..______ 

16 BIAM Release 1, 

https://quart.er
https://misrusoeK~el~.llBl(!!CJI.JS


FACILlTIES MANAGFMENr - 2400 

Permanent 'Ielp)rary 
Descripticn of .Records Fil:l.nJ Disp::,siticn Reo:ll:ds Records 

& NARA Jct, lbltJer Instructicns Instructicns Schedule t Schedule t 

file shows axles 
ies, schools, 

states, --·'"'--•~ ies ard 
CXJIIIJ):OSS • 

a. Pri.ntolt/paper """l,l'lloc::r:, 

as recmd oapy. 

b. Magnetic tape data. 

NARA JOB tUIIE\_____ 

4. MiaQEX fTtffi- 0:Jnsist of 
BIA ergineerin:J drawi.rqs en 
miCl.'Ofilm. 

a. Paper oq,ies used as 
record oapy. 

b. Microfilm data. 

NARA JOB NllfflER:...-_____ 

16 BI.AM Release 1, 

Arrarge by locaticn. 

Arrarge as 
an,topI late 

Arrarge as 
awtCJPI late. 

Dastroy when 
superseded. 

Dastroy data 
after third 
update cycle. 

... 
Destroy data 
after third 
update cycle. 

2403a--'ro 

2403b-'1'0 

2404a--'ro 
.. 

2404b-TO 

https://2404b-'.ro
https://2403b-'.ro
https://Fil:l.nJ


FACITJ"['Ilp MAN.AGEMENr - 2400 

Descriptim of Recmds 
& NARA Jab NuntJer 

Infornetia, pertinent 
IJUildi.ngs is ocn­

nagnetic tape 
file. 'lbe f shows area/ 
agency axles, 1 •an, act.loo 
code, original OCllt (ff...clff'.:nr!­

ture, pt&JU± value, zep 
ment OCllt, dates of 0a1plet.1 
and ren:,vatia,, int:eJ:nal. pro­
gress ca1b:ol, and act.la, or 
gesm:al leckJer code. 'lbe file 
also shows infornetia, de­
scribirg the IJUildin;J, central 
heatirg, n.mt>er of bahOCluS 
and clasm:OC11S, date roof 
installed, date paint.eel, am 
IJUilding nunt.>er assigned. 

a. PrintaJt/paper ocpies used 
as recor:d c:q,y. 

b. Magnetic tape data. 

NARA JOB NllmER'--------

Permanent Tenporary 
Filin;J Dispositioo Recmds Reoords 

InstructialS Instructions Sdledulet Schedule t 

Arrarge by locatioo. 2405a-TO 

' Arrarge as 
8R):topriate. 

DispJSe of after 
third update 
cycle. 

2405t)JI'O 

16 BIAM Release 1, 

https://Sdledul.ef


F:ACILITIES MAN1iGEMEN1' - 2400 

Pentenent Te!lp:>racy 
Descriptim of Reoords Filin;J Dispositim Recx>rds Recx>rds 

& NARAJd:> Nunt>er Instruct.ialS Instructims Schedule# Schedule# 

6. HmJlll§5 AND Ul'TTIT!ffl PI.ANS. ~ by project art: off when 2406-PJ 
~ AND SPEcrFICATICH;. l'Uli>er. bulldinJ is 
Original drawirqs of ocnstruc­ destroyed or 
tim plans for bull~ am transferred fran 
utilities; also tracirqs am BIA custody. 
prints of plats; .inprovements Hold 3 years or 
to bull~, water, sewage until volume 
am e1ectrica1 power clistri­ warrants; retire 
b.ttim systems. Recmd cq,y to FRC. Offer 
retained by office of origin. to NARA 20 years r 

after l!~:i-re t,_uf-ofr-
NARA JOB NUMBER Nl-75-89-1 ~ 

16 BIAM Release 1, 



fAGTTJTiffl MANAGEMEN1' - 2400 

Pennanent Teq:xmuy 
Descriptim of Records Filin} Dispositia1 Reooros Reoonls 

& NARAJci:>NlaltJer Instructims Instructia,s Schedule t Schedule t 

7. B &U 
. ll:!ta 

------ inventOiy ard 
other pertinent iri!m111atim a1 
brl.ldirqs ard utilities. 
data sheets ard px:,tograplS 
for eadl ruildin:J am utility 
are filed in looee-leaf bin­
ders. ll:!ta ilci.ldes such 
it.ems as type of b.tildirxj, 
agency, dimensia,s, cx:ist, cxn­
stnactim plan l'UltJer, OD.IE!:lll 
evaluatioo, type of CXl'ISb:uc­
tim, ard utilities. Reoor:d 
OCVf retained by office of 
origin. 

8. 
REfQRJ.S. Periodic Ieports a, 
B am u activities in narra­
tive am statistical fom. 
Rax>td oqJ}' retained by 
office of origin. 

NARA JOB NUMBER________ 

16 SIAM Release 1, 

Arrarqe by project 
n.mt>er. 

art: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRC. D:titroy 
30 years after 
cutoff. 

art off at close 
of fiscal year. 
Hold 3 years: 

ire to FRC. 

2407-'1'3 

2408-'1'3 



FINANCE - 2500 

Descriptim of Recmds 
& NM.A Jct, Nud:ler 

. 
magnetic tape files a:n­

all nx:mds irp.rt:. to 
the f • systm. Shaws 
locatim data, iatim, 
an:I 8CXXU1ti.rwJ . Infor-
natim m these 1-...__....._iv be 
used to <Xl1Struct a GM> t 
trail. Tape data is used to 
pnpare lblt:hly Journal of 
Transactions printout. 

a. Pri.nto.Jt/paper oopy used 
as recxn:d oopy. 

b. Magnetic tape data. 

NM.A JOB rumm________ 

Filin;J 
Instructions 

Ana11ge as 

~-

Pennanent 'lelp>rary 
Disp:,sitim Recmds Records 
Irmtructions Schedule I Schedule t 

Destmylh!Jl 2514a-TO 
~-

rut 2514b-T6.3 
off 
Destroy tape 
data 6 years 3 
JDlill1ths after 
cutoff. 

16 BIM Release 1, 



2515b-TO 

FINANCE - 2500 

PeI1lenent Tesrp:mny 
Records Recx>rds 
Schedule# Schedule# 

2515a-T3F 

Descriptia, of Recx>rds 
& NARA Jc:i:> Nunt>er 

&.==i=--.:'.'" 0:llp1ter print.ruts 
with a • item entry for 
each •a, by awrq>ri-
atia, an:l acti • . Shows 
document refererx::,e IUllJeil:' 
area, agency, locatiai, 
year, awi:q,riatiai, activ1 
oost cx:xle, work onier nuni::ler, 
d:>ject class, descriptia,, 
transactia, cx:xle a.rd anomt, 
general lEd}er acx:nmts del:r 
ited or credited, a.rd date. 
GNJ site au:lit recx:>rds. 

a. Printout used as recxn:d 
~ maintained by O:!ntral. 
Office Divisia, of 
Aanmtin;J Management. 

b. Magnetic tape data. 

' 

c. 
I 
I 

other copies. 

NARA JOB NUMBER Nl-75-89-1 

Filin;J 
Instructions 

Arrcm;Je dlnn:>logi­
cally. 

Di.sp::,sitia, 
Instnlctions 

a.it off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to me. Freeze 

~mg§:destroy 
6 VS:.U'"!::. 3 nart:hs 
after re,9.ram!l'lt 
once freeze· 
lifted. 

Destroy tape 
data after third 
update cycle. 

Destroy when no 
lorger needed 
for reference. 

16 BIAM Release 1, 



FINANCE - 2500 

Description of Records 
& NARA Job NuntJer 

uments 4, 
prepe.rai .........,~. dis­
bursements, f•-f"'oJ"·-·-

fun:Js between antlll'.ffli!tla 
or receipt acx::iounts. 
au:lit record. Maintained 
oentral Office Division of 
J\O::allltirg Management. 

NARA JOB NUMBm. Nl-75::89-1 

17. tmEX:Pffl011URE 'lRANSF,m 
NJIH'.lRIZATICfi (SF-1151) 
~. 0:11Sist of SF-1151, 
whidl is a ootification for 
Treasmy to transfer fun:Js 
fJ:an one ~qn:iatiai to 
another. GNJ site amit 
records. Reooro cx:,py 
maintained by cart:ral Office 
Divisicn of J\O::allltirg 
Matjagement. 

NARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 

Filirg Disposition 
Instructioos Instructioos 

Arrarge numerically. a.It. off at close 
of fiscal year. 
fi>ld 3 years or 
1.D'ltil volume 
warrants; retire 
to FRC. Freeze 
reg;;,rds; destroy 
6 years 3 Jm21ths 
after nn:in!ment 
are f'n!eze is 
lifted. 

warrants; 
to FRC. Freeze 
records: destroy 
5 years after 
retiremeJrt aioe 
freeze is 
lifted. 

Permanent 
Records 
Sdledule # 

TE!lp.>rary 
Records 
Sd1edule # 

2516-TJF 

2517-TJF 



FINANCE - 2500 

Pennanent 'l'e!lp)racy 
Descriptim of Records Filin:J Dispositim Records Records 

& NARA Joo Nlmi>er Instructions Instructions Sdledul.e # Sdledl.lle # 

.Arrarqe du:alologi­
cally. 

, 
im, 

activity, 
order nunt>er, 
description (m.mt>er 
schedule), other identifi­ OJt off at close 
catim, urxlel.ivered order of fiscal year. 
annmt, aocrunts payable Hold 3 years or 
annmt, annmt disbursed, lD1til. volume 
transactim oode, an:i annmt 
an:i date of last transactim. 

a. Printout/paper cq,ies used 2518a..JJ'JF 
as recor:d cq,y; maintained 
by Central Office Division 
of .Aa::nmt.mj Management. 

b. Magnetic tape data. Destroy tape 2518b-TO 
data after third 
update cycle. 

' 
' 

c. 
1 

other cq>ies. Destroy ~ no 2518c-TO 
lorger needed 
for reference. 

NARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 



FINANCE - 2500 

Descriptia1 of Recm:ds 
& NARA Jci> NulriJer 

s 
cher .LU.I:~::&. 

chases ott~~that 
used to cx,cument,...Qisblrsenent 
of cash in lieu of invoice. 
GAO site am.it :reooi:ds. ·,:o...._ 

a.rd. cq:,y maintained by l"'IDrli.tt.!!!::1_ 
Office Divisiat of h::xxJuntirl} after retirellart 
Manage!lelt. once freeze is 

lifted. 
NARA JOB NUMBER Nl-75-89-1 

20. JWRNAL vgJgfER FJiffl~ Cm­ rut off at close 
sists of GAO stock Fann 1017, fiscal year. 
Jom:nal Voucher, for creditirq 
interest to In:tividual In:tian 
lb'ley Aa:D.mts. Maintained by 
office of origin. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Hol 
until VO 
warrants; ~,._,T 

to PRC. Freeze 
recx>rds; destroy 
5 years after 
:cetirenelit once 
freeze is 
lifted. 

Pennanent Telp)rary 
Records Records 
Schedule# Schedule# 

2519-'l'JF 

2520-TJF 

Filin;J 
InstructiatS 

Arrarge numerically 
by voucher nuniJer. 

Dispositiat 
Instructioos 

rut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retiJ:e 
to PRC. Fr:eeze 
teem.ds; destroy 
6 years 3 lll:l1ths 



FINANCE - 2500 

Pemanent TeJrp>rai:y 
Descriptia, of Records Filin3 Disposition Reoon:1s Reoon:1s 

& NARA Jci> Nunt>er Instnlctions InstJ:uctions Sdledule # Sdledul.e # 

• '1hese files 
!F 

are -...."""'-!'to prepare Treaslll:y 
checks (SF- 66) am show 
department, , locatia,, 
aqa"Cy statia, nmta:.... awro­
priatia, sunmary, 
mmt>er, payee, aah'ess, in­
voice nunt>er, anomt, am 
Disrursin3 Office dleck 
nuniJer. Official file ~ies 
are anootated by Treaslll:y 
with the Disrursin3 Office 
dleck nuniJer. GNJ site atdit 
:recx>n:1s. Record cx:py main­
tained by Certifyirg Officer. 

NARA JOB NUMBER Nl-75-89-1 

Arrarge by vaidler 
nunt>er. 

art: off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants: retire 
to FRC. Freeze 
P!OO]:ds: destroy 
6 years 3 1'ID1ths 
after retirement 
cn:,e freeze is 
lifted. 

2521..JJ'JF 

16 BI.AM Release 1, 



25221>-TO 

FINANCE -- 2500 

Descriptia1 of Records 
& NARA Jd> Nlm:>er 

e 
md)er 

paynent 
awzcpriati . 
transferred to SF-2 
ment of Transactions, 
shows awzcpriated furn :re­
ceipts arrl revolvinJ furn :re­
payments, arrl net disrurse­
ments. Files also :m=hde 
Treasury Fonn 6652, state­
ment of Differen::,es. GNJ 
site aullt recm:ds. 

a. Printout used as recm:d 
cx:py; maintained by cen­
tral Office Divisia1 of 
Acc:n.mtinJ Managenent. 

b. Magnetic tape data. 

' 
' c. 'other copies. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

FilinJ Disposition 
Instructions Instructions 

Arrcm]e dlralologi­
cally. 

o.rt: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 

FRC. Freeze 
; destroy 

6 years JID'rt:hs 
after ret'w.ian+­
onoe freeze is 
lifted. 

Destroy tape 
data after third 
upmte cycle. 

Destroy when no 
larger needed. 

Pennanent Tel'rp:)rary 
Records Records 
SChedule # Schedule# 

2522a-TJF 



FINANCE - 2500 

Description of Records 
& NARA Joo Nuni>er 

.ElJRSEJo1ENI' REEOR.L' 
.Ll!dl:!!::!!ll-t.• 'lhese files oa,sist of 
local forDB show~ smn-
nmy of chti~ written. Iden-
tifies Julian area, 
agescy oode, cnec::k. mllPeJ:'S 
schedule J'1UlliJer, am mibi!:r 
checks, aocount n.mtlers, 
debits am credits. Recm:d 
cqJy" maintained by Central 
Office Division of Aa:nmtin} 
Management. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Fil~ 
Instructions 

Arnm;Je chrcn:>logi­
cally. 

Disposition 
Instructions 

a.It off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRC. Destroy 
6 years, 3 Jll)S. 

after retire­
ment. 

Pennanent Tenp:>rary 
Records Records 
Sdledul.e # Sdledul.e # 

2523-TJ 



FINANCE - 2500 

Pemanent 'l'EllpOrary 
Descriptim of Records Filin} Dispositim Recx>J:ds Records 

& NARAJci> Nlmi:>er InstructiCl'lS InstructiCl'lS Sdledul.e # Schedule# 

. or 

Arrarge by sch:rlul.e 
nuni:)er. 

Identifi de!M~otm~ u, 
lcx::atiai, 
syni:x>l, l'lUll'ber, 
For each dleck, 
issue, dleck nmber, pa: , 
awlicable vax:her l1lDli:>er, 
annmt, am synix>l of awn,­
priatiai or furn to be cred­
ited. GK) site au:lit records. 
Recx>J:d cx:py neintained by O:m­
tral Office Divisiai of 
Aa:nmtirg Management. 

NARA JOB NUMBER Nl-75-89-1 

rut off at close 2524-TJF 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRC. Freeze 
rec:mds; destroy 
6 years 3 1ID1ths 
after retirement 
c:n::,e freeze is 
lifted. 

16 BIAM Release 1, 



I 

FINANCE - 2500 

Descriptim of Records 
& NARA Jct> Nuni>er 

NARA JOB Nllt1BER Nl-75-89-1 

26. APPR>PRIATICfi WARRAN!' FTJffl. 
OXlsist of Treasuzy Fiscal 
Service (TFS) Fonn 6200, 
shcwinj total annmt of 
warrant by awrq,riation. 
IR::luies plblic law mmt>er am 
date awroveci- Record cq,y 
maintained by central Office 
Division of Ptogram, Develq>­
ment am Inplementation. 

~ JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Filinj Disposition 
InstructiCl'lS InstructiCl'lS 

Arran;Je dlrax>logi­ art: off at close 
cally. of fiscal year. 

Hold 3 years or 
until volume 
warrants; retire 
tome. FJ:eeze 
recxn:ds; destroy 
5 years after 
retirement onoe 
freeze is 
lifted. 

Arran;Je art: off at close 
cally. of fiscal year. 

d 3 years or 
unt1 lume 
warrants,.,""~'\..LI-~ 

to me. 
records; destroy 
5 years after 
reti.te:1eut once 

•freeze is 
lifted. 

Pentenent Tenporary 
Records Records 
Schedule# Schedule# 

252~F 

2526...JJ'JF 

https://LC:\....LI


FINANCE - 2500 

Descriptia, of Records Filin;J Dispositioo 
& NARA Jab Numer Instructia,s Instructioos 

.Arran;Je ch:r::ax>logi­ a.rt:. off at close 
cally. of fiscal year. 

lbld 3 years or 
all until volUDIE!I 
awzopt' warrants: Ietire 
title, act.iv to FRC. Freeze 
CXlipJfSrt:./work I800l:ds; de­
aJOCllll1t of inc:rease stroy 10 years 
decrease. Maintained by after r:etirement 
Central Office. cmce freeze is 

lifted. 
NARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 

Permanent Te!rp:>rary 
Recoms Reomds 
SChedul.e # SChedul.e # 

2527-TJF 

https://ch:r::ax>logi�a.rt


FINANCE - 2500 

Description of Records 
& NARA Joo Nunt)er 

Ccllp.rt:er print.art: 
shawi.DJ eadl awrq,riation 
the allobrert:lt--c:t>ligated am 
urd>ligated .balan::ie---iDreu:n t 

Pennanent Tenp:>rary 
Fili.DJ Disposition Records Recx>rds 

Instructions Instructions Schedule# Sdledul.e # 

~ chraDlogi­ o.it off at close 
cally. of fiscal year. 

fozwam, current year 
allotnerit, accrued expenli­
tures, urdelivered oniers, 
total charges, percent ci:>li­
gated, am urd>ligated 
.balaooe. Used to show status 
of f\mjs for area. 

a. Central Office~-

freeze is 
lifted. 

after cutoff. 

Hold ~QaJ::-s 
tmtil vol 
warrants; ret. 
to FRC. Freeze 
:reoords; destroy 
5 years after 
ret.it:eoeiit orDe 

2528a..lJ'JF 

c. Magnetic tape data. Destroy tape 2528c-TO 
third 

NARA JOB NUMBER Nl-75-89-1 up:late cycle. 

16 BI.AM Release 1, 

https://chraDlogi�o.it
https://shawi.DJ


I 

F'IlWK:E-2500 

Descripticn of Records Filin:J 
& NARAJabNl.mt>er Instructi.oos 

Arrarge chralologi­
cally. 

urd>li 
forward, an:-:reirte'¥eair 
accrued 
urdel.iven:rl onJers. 

a. Area cq:,y. 

b. other office c:q>ies. 

c. Magnetic tape data. 
\ 

~ JOB NUMBER Nl-75-89-1! 

Disp::,sitim 
Inst:ructioos 

a.It. off at close 
of fiscal year. 

Hold 3 years or 
until vol\m:! 
warrants: retire 
to FRC. F;tl!eze 
rec;,oxds: destroy 
s years after 

• ax:e 

Destroy 2 years 
after cutoff. 

Destroy tape 
data after third 
u,;xate cycle. 

Penoanent Tenp:>rary 
Recx>rds Records 
Sd:ledule # Sd:ledule # 

2529a-T3F 

2529b-T2 

2529c-TO 

16 BI.AM Release 1, 



FINANCE - 2500 

5 years after 
:r:eti:tanl':!Irt cn::,e 
freeze is 
lifted. 

c. :Magnetic tape data. Destroy tape 253oc-TO 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Descriptim of Rec:x>rds 
& NARAJobNunt>et:-

30. 
-.:=:=.=,;.:.--...._1mthly oatpJ.t:er 
printout wm~ shows the 
finarcial prcgnillHQJ:l actual 

Filin;J Dispositim 
Inst:cu::tioos Inst:cu::tioos 

AlTan:Je d:lronologi­ aJt. off at close 
cally. of fiscal year. 

Permanent TE1lp:>rary 
Rec:x>rds Rec:x>rds 
Sdledule # SChedule # 

2530a-TJF 

obligatioos i.oolm.irg 
acx:x:mJt, descriptioos am 
unci>ligated balarx::e. 

a. Recx>rd cq,y- maintainted by 
Central Office Divisim of 
Aooamtirg Management. 

Hold 3 years or 
until volume 

after cutoff. 



FINANCE - 2500 

Descriptioo of Reoor:ds 
& NARA Jct> NUniJet:' 

Filirg 
Instructi.ms 

31. 
f 

Arran;Je dlralologi­
cally. 

, 
lm;Jet 
ano.mts availab , 
balanc,es' advan:es, 
ments, acx::rued experrlitm:es' 
un:telivered orders ani net 
disbursements. 

a. Recxmi copy maintained by 
O!ntral Office Divisioo of 
Aanmilig Management. 

Disp:Jsitioo 
Instructims 

OJt off at close 
of fiscal year. 

Permanent 
Reool:ds 
Sdledule# 

Teqx)rary 
Reool:ds 
SChedule # 

warrants; 
to FRC. Freeze 
rea:gds; destroy 
5 years after 
reti:te1a It once 
freeze is 
lifted. 

2531a-T3F 

after cutoff. 
' 

c. 
! 

Magnetic tape data. ~ tape 253lc-TO 
data a 

NARA JOB NUMBER Nl-75-89-1 update cycle. 

16 SIAM Release 1, 

https://c.hrcn:>logi�a.rt
https://Instructi.ms
https://QOOPJt.er


FINANCE - 2500 

Oescriptioo of Recx>rds Filin;;J 
& NARA Joo N\mber Instructioos 

Arrarqe c:hra"lologi­
cally. 

preparati--.,. 
estimates ard ela&Qlt:.i 
awn,vedbxqets. 

NARA JOB NUMBm Nl-75-89-1 

16 BIAM Release 1, 

Dispositioo 
Instruct.ioos 

Cut off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: :r:et:.ire 
to FRC. Freeze 
rec;mds: destroy 
5 years after 
retin!IDent a,ce 
freeze is 
lifted. 

Permanent Tenporary 
Records Records 
SChedu.le # SChedu.le # 

2532-TJF 

https://SChedu.le
https://SChedu.le


FINANCE - 2500 

~ '19rp:>rary 
Descriptioo of Rec:xn:ds FilinJ Disposition Reooms Recoms 

& NARA Jd:> Numer Instructions Instructions Schedule# Schedule# 

• adJet 
istinJ of 

, 
, a.rd 

data. 

b. Arm a.rd ageicy cq:>ies. 

NARA JOB .,......,II:K"'"',,_______ 

34. BJOOE.r 11.HOl«; FIJI§. Work 
papers, CXJSt statements a.rd 
other data acx:unul.ated in 
preparatioo of projected 
fiscal pIUJldliS, armual l:uiget 
estbates a.rd bJdget :review 
purposes. 

NARA JOB NUMBER,.________ 

Arrarqe dm::n:>logi­ OJ:t off at close 
cally. of fiscal year. 

Hold J yea.rs or 253Ja-PJF 
until volume 
warrants; retire 
to me. FJ:eeze 
.I1:1COI:ds: offer 
to NARA 20 years 
after retire­
nent. 

2533b-TO 

Arrarqe as an off at cl 2534...f.i"'l. 
iiA)r:q:>riate. of fiscal year. 

DestnJy 1 year 
after cutoff. 

16 BI.AM Release 1, 



FINANCE - 2500 

Penenent 'l.'E!1p)rary 
Descriptim of Reco1ds Filirq Disposition Reoor:ds Recxlrds 

& NARAJ<i>Ntmt,er Instructims Instructims Schedule I Schedule I 

35. PJmW1 fIBl:llHi .AND 
EVAWATIClf IMS'J.ffl Uiffi- Data 
ccm.ained in these magnetic 
tape files are ac:r,wJ1~ a1 
a fiscal year basis and used 
for lcn;r-rarqe plaminJ anl 
b.dgetinJ. Infonatim 
incl\.des entry type, origina­
tor, organizatiai, transactim 
data, b.dget activity and 
suffix c:x,st feature; reser­
vatiau piog:tam elE!IEl1t and 
description, history ramt>er 
and estinetes for future 
fiscal years. 

a. Print:wt/paper oopies used AlTarge as OJt off at close 2535a-T2 
as recx,td cq,y. BR)Iq>t late. of fiscal year. 

Destroy 2 ymra 
after cutoff. 

16 e:tAM Release 1, 

data after thinl 
up:late cycle. 

25351, 4'9 



Fnwa-2500 

Permanent Tellp:>rary 
Descriptim of Reoo:cds Filirg Oispositia, Reoo:cds Reooros 

& NARAJcbNtmi>er InstructiCl'lS Instructia,s Sdledule# Sdledule # 

In:::lme 

!lest 

Arrarge chrcn:>logi­
cally. 

, small 
pm::bases(over 
an:l travel advan:::les. 
au:lit records. 

a. Rea:m:i c:q:,y maintained by 
O!ntral OffiOI! Divisia, of 
lto:xultirg Managanent. 

b. cashier's o:::,py. 

NARA;JOB NUMBER Nl-75-89-1 
I 

Oit off after 
exceptia, is 
cleared by Gen­
eral h::x:nmtirg 
OffiOI!. 

Hold 3 years or 2536a-'1'3F 
tmtil volume 
warrants; r:etire 
to FRC. Freeze 
reoords: destroy
• ac::x::ordan:le 

Hold 2 years 2536b-T2 
then destroy. 

16 BI.AM Rel.ease 1, 

,, 



FINANCE - 2500 

Pennanent Tenp:>racy 
Descriptim of Records Fil~ Dispositim Recol:ds Records 

& NARA Joo NuniJer Instructims Instructims Schedule# Schedule# 

. fblthly c:xm­
by project 

showirg CXlSt • descript.im 
(labor, suwlies, a:iblct): 
estineted am actual :mar,ltlCJOIJ."S.: 
annmt of the awn,ved pro­ a.rt: off at close 
gram: ci:>ligatims total to of fiscal year 
date: current year progiam; in whidl actim 
cunent year to date: total is c:xmpleted. 
CXlSt to date. lkJttan line Hold 3 years or 

to FRC. 
recx>rds: destroy 
10 years after c,J,, 
1!5HBII&~ orx:ie 
freeze is 
lifted. 

third update 

2537a-T3F 

shows urmligated balance of 
allobteIts am authorized 
oollectims. 'lhese files are 
used to document allotments of 
fUms to projects. 

a. Print:aJt/paper ~ies used 
as recx>rd ~ies. 

.......~·....._volume 

Arran_Je chronologi­
cally. 

cycle. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

https://descript.im
https://pro�a.rt


FINANCE - 2500 

Pennanent Tenporary 
Descriptiai of Recm:ds Filirq Dispositioo Recm:ds Rea>rds 

& NARA Jcb Nuni:>er Instructia,s Instructia,s SChedul.e # SChedul.e # 

38. CERl'IFICATE OF JEWIT filffl. 
'1hese files cxnsist of SF-219, 
Certificate of peposit, main­
tained in delX>sit ramber 
sequerx,e. Shows date, deposit 
n.mt>er, acxnmti.rg statiat, 
synt,ol, bank mme am loca­
tiai, sum, acxnmti.rg synt,ols, 
annmts, am deparbnent or 
agacy mme am ~- '1he 
fOlllB are anootated with batdl 
runt>er; date am are used to 
show deposits of f\um in 
banks. 

a. PrintaJt/paper cq>ies used Arrcmje numerically. 
as :reconi cq>ies. 

b. Magnetic tape data. 

NARA JOB NUMBER Nl-75-89-1 

rut off at close 
of fiscal year. 
Hold 3 years or 
lD'ltil volume 
warrants; retire 
to FRC. Freeze 
records; ~ l 
5 years after ~~ 
i,a:t;j,r; Ol!l&il: ax,e 

freeze is 2538a-T3F 
lifted. 

Destroy tape 2538~ 
data after thini 
update cycle. 

16 BIAM Release 1, 

https://acxnmti.rg
https://acxnmti.rg


once 
lifted. 

Destroy tape 
after third 
update cycle. 

2539a-T3F 

2539b-'l'O 

FINANCE - 2500 

Pennanent TEqx>racy 
Descriptioo of Recx>rds Fili.rg Dispositioo Records Records 

& NARAJdlNuntler Insb:uctims Instructims SChedul.e # SChedul.e # 

'Ihese~J2..YQJg~_m~.
f curt:ain oq>ies of pir­
chase nl::'IM'l'"l:l; original in-
voices; f • bills, as 
an,licable; _,.,,r-..Of SF-1166, 
Vrucher am Sdled\;ID!--.Q•f Pay­
ments. In aa:li.tioo i 
mated system, also irolu:les 
~ of the print.rut showirg 
vax:her l'1Ulli:>er' ven:Jor infor­
matioo am aDDJl'lt, code sheet 
am data OCl"ftrol sheet. '1hese 
files ai:e used to doonnent 
pmilase of misool.laneous 
items am the related payment. 

a. Recx>J:d ~ maintained by 
central Office Division of 
Acxnmti.rg Management. 

b. Magnetic tape data. 

NARA JOB NUMBER Nl-75-89-1 

Arrcm}e numerically. 

Cl.It off closed 
files at em of 
fiscal year. 
lk>ld 3 years or 
lD'ltil volume 
warrants; retire 
to FRC. Freeze 
~~: destroy

6 ,na::■ Y"C! 3 1ID'1ths . 
a 

16 BIAM Release 1, 

https://Acxnmti.rg


FINANCE - 2500 

Pennanent Terrp:>rary 
Descriptioo of Records Filin:J Disposition ReooJ:ds Records 

& NARA Jct, Nt.mber Instructions Instructions Sdledule # Sdledule # 

40. ADVICE OF O'lT,IITTJ~ FTIFS, 
'1hese consist of Fonn 5-770 
sbowin:J the mtlt name, refer­
ence to the certificate de­
posit n.mi:ler am date, synt,ol; 
appn.priatioo n.mi:ler, descr~ 
tim, am anomt. Used to 
show deposits of fums into 
various appzq,z iations. 
Recmd <XP}' neintained by 
office of origin. 

NARA JOB NUMBER Nl-75-89-1 

41. STATn4EN1' oF Bf!filprs mm. 
Q:n;ists of SF-108, which is 
an annual report for 
mi soelJ.aneais receipts to the 
Divisim of Mministratioo in 
washlrqta'l. SllCJlit'S receipt 
synt,ol, receipt ac:x:nmt title; 
actual fums received. 'lhe 
fozm also has columns for two 
fiscal year estimates; how­
ever, na1e are made at the 
ldninistrative SeJ:vioe ! 
Cent.er. Ioclu:ied in these 
files are ocmnents am work 
sheets. Record cq,}' main­
tained by Central Office. 

NARA JOB NUMBER Nl-75-89-1 

ArraR:Je chrcn.,logi­
cally. 

ArraR:Je chrcn.,logi­
cally. 

art: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRC. Freeze 

~;~1-~ 
i:atil! e:t cn,e 
freeze is 
lifted. 

art: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRC. Freeze 
records; ctest.nr J_ rr,_ 
5 years after tANt"" ~ 
-l?et.H 1elt cn,e 
freeze is 
lifted. 

254o-T3F 

2541-JJ'JF 

16 BI.AM Release 1, 

https://ctest.nr


FINANCE - 2500 

Pennanent Tenp:>rary 
Descriptiat of Records Filirg Dispositiat Reoords Reooi:ds 

& NARA Jci> Nlmtler Instructioos Instructioos Sdledul.e # SChedule # 

42. UNAPffl)m,IATED m;;g;rprs 'DUAL 
BNANCE flll'S, CDlsists of 
CXllplter printart:s received 
fran the Treasw:y reflectirg 
deposits of tribal fums. 
'Ibey are used to balaooe the 
General led:Jer cams. 

NARA JOB NUMBER Nl-75-89-1 

43. SPEX;;IAL DISBJRSm:; liGWl' 
~. General led:Jer detail 
list whic:n covers Imian 
sezvioes Special Disblrsirg 
Agent fums atly. Shows debit 
am credit entries am is used 
to reflect expemitures in 
Slll1lllillY • 

NARA JOB NUMBER Nl-75-89-1 

Arrarqe chrcn:>logi­
cally. 

Arrarqe chrcn:>logi­
cally. 

art. off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRC. Freeze 
Iecords; destroy 
5 years after ~ 
1:et.ilaaaRl: cn::,e 
freeze is 

. lifted. 

art. off at close 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRC. Freeze 
records; destroy 
20 years after ~ 
:cet:1::FE!ltll!Jlt cn::,e 
freeze is 
lifted. 

2542-TJF 

2543-TJF 

16 BIAM Release 1, 



FINANCE - 2500 

Permanent Tellp:>rary 
Descriptiai of Rec::m:ds Filirg Disp::,sitia, Reoor:ds Records 

& NARA Jci> Nunber I:nstructi.ais I:nstructi.ais Schedule# SChedule # 

44. 'DUAL MIANCE FIJffi. Marthly
rec:xn:::iliatioo of In:lividual 

Arrarqe chrcn>logi­
cally by nr:::nth. 

In:ilan ltn!y AaxJunts, local 
form, prepamd in each Area 
Office shcMin;J a trial balarx:,e 
of general lEdjer acxx,unts. 
Prepared at Area/'Jtqea::y 
Offices ard sent to In:ilan 
services Special oisbursirg 
Agent Office. 

NARA JOB NUMBER,________ 

rut off at close 2544-TJF 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: reti:ce 
to PRC. Freeze 
recx;gds; ~ J .L'o 
5 years after ~ 
1etin11w11t Cl'D:! 
freeze is 
lifted. 

16 DIAM Release 1, 



FINANCE - 2500 

Permanent Tenp:>ra:ry 
Descriptim of Rec:l0rds Fili.rg Dispositioo Records Records 

& NARA Ja, NuniJer Instructias Instructias Sdledule# Scbedul.e # 

45. RFn'.HclJ.TA.'l'IClf STATJHJfl' Arran;Je numerically. CUt off at close 2545-TJF 
0!£3- 0:l'lsists of Treasu:r:y of fiscal year. 
Fom 'lUS 5207, lecxlllCiliatioo 
statement of F\nied Ol8Ck.in;J 

Hold 3 years or 
until volume 

Aocamt Maintained with the warrants: retire 
Treasurer of the United tome. F:Ieeze 
stat.es. P.repa:r:ed by Treasu:r:y 
for Special Dishursi.rg 'JJqer'C';f 
n:nthly. Shews for the Dis­

recmas: ~ ..rr>15 years after ~ 
-wt;.i.;r:aiiAt cn::e 

blrsi.rg >qercy an:l for the 
Treasurer of the u .s. : 

freeze is 
lifted. 

Openi.rg balance, plus deposits 
credited, total, less checks 
paid, closi.rg balance, plus 
deposits credited b.lt oot 
claimed, plus deposits claimed 
b.lt oot a:eclited, plus 
outst:an:li.rg checks, an:l 
totals. Also in:::looes back-up 
cq;>ies of ~ificates of 
Deposit, statenent of dleck:in;;J 
acxn.mts (list of checks 
deposited, other supporti.rg 
dcX:uments, an:l ad:lirg machine ~. 
NARA JOB NUMBER Nl-75-89-1 

16 DIAM Release 1, 

https://d1ecki.rg


FINANCE - 2500 

Descriptioo of Records 
& NARA Jd:> Nt.mb!r 

onnatioo 
for a~~ • Shows 
area, ageJY:f, pay 
period nmi:>er, tnlli!l~:i. 
cxxie, 8.CXXJUJ1tin;J data, 
hours, biweekly gross, FICA • 
applicable, reti.zenent, Fed­
eral &rployees Gaverrment Life 
Insurance, health benefits, 
an:i total oost. (SUbiect to 
the Privacy Act) 

a. originals of yearly am 
biweekly printouts main­
tained for record. CX¥JY 
p.npoees maintained by 
Oentral Office Divisioo of 
Aaxluntirg ManagEll&rt;. 

b. Magnetic tapes maintained 
by NISC. 

NARA JOB NUMBER Nl-75-89-1 

Filirg 
Instruct:ioos 

Arrarge dlrooologi­
cally. 

Dispositioo 
Instructioos 

rut off at close 
of caleniar 
year. Hold un­
til atdited by 
G1!0 or 3 years 
after cutoff, 
whichever is 
earlier: retire 
to Natiooal 
Persa1nel.FRC, 
st. I..atl.s, K> as 

lume warrants. 

once 
lifted. 

~ tape 
data after third 
update cycle. 

Pennanent Telp:>rary 
Records Records 
SChedule # SChedule # 

2546a-TJF 

2546b-TO 

16 BI.AM Release 1, 



FlNANCE - 2500 

Pennanent 'I'e!lp>rary 
Descriptim of Records Filirg Dispositim Recoms Records 

& NARA Jcb Nuntier Instructions Instructions Schedule# Schedule# 

47. oovmNMENI' OfARZ O\ROO. 
.AR>lications for oart:.ractor­
issued Gavemnent charge cams 
used in mua..tim with offi­
cial Gavemnent travel. 
Iool.u:le awlicatim form 
ptuoessed for charge cam, 
enployee ackoowledg,1ert 
statanent am related 
infm:netim. SUbject to the 
Privacy Act. 

NARA JOB NUMBER Nl-75-89-1 

48. DEBI' O?UWJ1:Cfi FTJE3. 
Material related to the 
identificatim of debts awed 
the government by enployees 
am the oollectim of 
payments. 

NARA JOB NUMBER Nl-75-89-1, 

Arrarqe art: off at enl 2547-TJ 
alplabetically by of fiscal year. 
enployee name. Hold 3 years or 

until volume 
warrants: retire 
to FRC. Destl:vy ..L._ _rr, 
10 years after CM;,-or ,­
n:rt j JBIiii It u 

Arrarqe art: off at the 2548-TJ 
alpiabet.ically by em of the 
name. fiscal year in 

which payment 
for debt is made 
or cleared. 
Hold 3 years or 
until volume 
warrants; retire 
to me. Destroy .L rr 
20 years after ~"'-1 6t"'f"'"" 

-P?ti1HPP2, 

16 BIAM Release 1, 



PAYR>LL - 2600 

Pennanent Testp:>rary 
Descriptia, of Recxn:ds FilirXJ Dispositiai Recoids Rieoords 

& NARA Jci> NuniJer Instructia,s Instructiais Sdledule # Sdledule # 

1. Arrarqe alJt)abeti­ a.rt off at em. 2601-TJ 
cally. of fiscal year 

or in tm.dl payment 
chl1 supporb. ......___ based ems. Hold 3 
a, acy years then 
checks of inti 
erployees. 

destroy at sit.e 
if oo 1~ 
needed for 
reference. 

16 BIAM Release 1, 

https://alJt)abeti�a.rt


PAYROIL - 2600 

Pennanent Teqx>racy 
Descripticn of Reool:ds Filin:J Dispositicn Reool:ds Reooms 

& NARA Jci> Nunt>er Instructioos Instructioos Schedule# Schedule# 

Arrarge as 
awi:q,riate. 

'1he 
biweekly 
trainees Ellp • 

a. Printa.rt:./paper cq,ies art: off at close 2602a-'1'5 
as rec:m:d c:qJ}'. of calemar 

year. Hold 5 WITH8M'A',-
years after 
cutoff or after 
al.nit by GNJ, 
whidlever is 

lier, then 

b. Magnetic tape data. Dispose of 1'Ef·Ar 

thinl update 
cycle. 

16 BIAM Release 1, 

2. 

. 

2602b-Jl'O 



PAYR>IL - 2600 

Descriptia, of Recm:ds 
'NARAJQbtfuntJeI" 

pay-
roll s an­
scripted basis 
to fight f ..,_.....,...,. 
Blrea1.l lards. DlllllJll!IICIDll!t 
tape file a:nt:ai.m \.C:l'-~ed 

Permanent Telp)rary 
FilinJ Dispositioo Aecmds Records 

Instr:uctims Instr:uctioos Sdledulef Sdledule t 

ArranJe as 
aip:cp.r:iate 

histOJ:y of paylEl1ta made 
eaployaes am deductims 
witheld. 

a. Printad;/paper cx,pies used Olt off at close 260:,a-T) 
as recm:d oopy. of calerdar. 

lbld 3 years 
after aitoff, 
then dest.my. 

b. Magnetic tape data. 

NARA JOB tUtBm\__ 

2603b-'r0 

16 SIM Release 1, 



PAYIDIL - 2600 

Descriptia, of Rscxn:ds 
& NARAJd>Nuni>er 

• 1.bese 
fiche files ocntain 

chec1t ilirq idlr.w for 
enplayees~IOSe pay-check are 
not electrau ly transferred 
to a bank. File auto-
natically updated 
enployee chan]e-of•...:iri'ff'Dlllll 

is :received. 

a. Printout/paper a,pies used 
as :reoot:d cq:,y. 

b. Magnetic tape data. 

Ni\RA.JOBtumm.__ 

Filirg
Instructions 

Arr:arge as 
8R'JX'Pliate. 

Disposition
Instructions 

Destroy data 
waen~, 
d:Jsolete, or m 
lager needed 
for :referen:,e. 

Permanent 
Rscxn:ds 
Schedule f 

Tenp:)rary 
Recx>rds 
Sched.ule I 

2604a-'ro 

2604b-'ro 

16 BI.AM Release 1, 



PAYROLL - 2600 

Descriptim of Reml:ds 
& NARA Jci:> NunlJer 

o:m­
in 

im 

b. Magnetic tape data. 

NARA JOB lflA''IDCII\______ 

Filin} 
Instructia,s 

Ar:ranJe alplabeti­
cally. 

Pennanent 
Dispositim Rea:JJ:ds 
IIBtructims S<:tlieml.e t 

D:!rsb.oy data 
when ~secled, 
d::a:>lete, or m 
lmqer needed 
for refete1CB. 

D.tspoae of after 
third~ 
cycle. 

'l'et'p>rary 
Rea:JJ:ds 
Schedule t 

2605a--'ro 

2605b-'ro 

16 BIAM Release 1, 

https://alplabeti�D:!rsb.oy


PAYOOIL - 2600 

Permanent TE!tporary 
Desc:riptim of Recmds Filin;J Dispositioo Records Records 

& NARA Jct, NuntJer Insb:uctims Instructioos Schedule I Schedule t 

ial 
by 

Arrarge as 
afP.tq:>riate. 

enpl 
allobiei .ts 
Shows name, 
of financial 
imicat.or that last 
sent. 

a. Printart:/paper cq>ies used Dest.my~ 2606a-'IU 
as :recxn:d ocpy. superseded,d:>­

solete, or no 
lcn;JeI' needed 
for reference. 

b. Magnetic tape data. 

NARA JOB tUmm,.._______ 

16 BI.AM Release 1, 

https://imicat.or
https://savi.n.Js


PAYroLL - 2600 

Penenent Tenp:>rary 
Descriptia, of Reooros Filirg Dispositioo Reool:ds Reoords 

& NARA Jci:> Nuni>er Instructia,s Instructia,s Schedule# Schedule# 

~':.~~~~~::!i!!~~!....L~!!:i!.
enployee. 

data el 
batch am recxn:d codes, 
locatiat ocxles, fiscal year, 
appropriatim, transactiat 
data, pay am leave data for 
each pay period. 

a. PrintaJt/paper cx:,pies used 
as recxn:d ccpy. 

Arrarqe by pay a.rt off a 2607a.JJ'3 
period. of pay period. 

Destroy 3 years 
after cutoff if 
no lager needed 
for refererx::,e. 

apprq,riate. bi"'8ekl.y. 
Destroy data 1 
year after 
cutoff. 

16 BIAM Release 1, 



PA~IL - 2600 

Pemanent Tellp:>rary 
Descriptim of Recxmls Filirg Dispositim Recxn:ds Reooros 

& NARA Jci> Nuni:>er Instructioos Instructioos Sc:hec:lul.e # SChecall.e# 

alp 
Payroll 

a. Printart:/paper cqu 
as reooi:d copy. 

b. Magnetic tape data. 

16 BIAM Release 1, 

or all 

ArrcmJe Clu'aX>logi­
cally. 

ArrcmJe as 
awrq,riate. 

art: off at close 
of calerr:Jar 
year. Destroy 
data after 
amit by GNJ or 
5 years after 
cutoff, whidl­
ever is earlier. 

Di 
thinl. 
cycle. 

2608a-'1'5 

2608b-TO 



PAYOOLL - 2600 

Materials 
to the investigatial 

al back taxes owed 
~loyees. 

Permanent Tenp:>rary 
Descriptial of Records Filirg Dispcsitial Records Aecx>J:ds 

& NARAJd>Nuni:>er Instructiais Instructicns Schedule# Schedule# 

Arrarge alpm:,eti- rut off at erd 2609-TJ 
cally. of fiscal year 

when collectial 
is ocmpleted. 
Hold 3 years 
then destroy al 
site if m 
laqer needed 
for refererx:,e. 

10. WAIVER Q[ Cl.AIH,. Materials rut off at erd 2610-TJ 
relatin:J to the investigatioo of fiscal year 
and Iep:>rt al in:iebtedness of in whidl deter-

WllhBMWJfBureau enployees. minatioo is made 

waived. 
collectim of 

then 

11. lIREFl<Hl'ER W2 's. Fom W-2 of Arrarge alplabeti-

site if m 
lager needed 
for referenc,e. 

rut off at errl 2611-TJ 
tap:,ra:r:y or intennittent cally. of calerdar wntteMWN 
e11ployees hired durirg year. Hold 3 
firefightin:J activities. years then 

destroy en site. 

16 BIAM Release .1, 



PAYK>LL - 2600 

Descriptioo of Reool:ds 
& NARA Jd:> Nuntler 

• List~ 
iSEAJed per pay 

13. :DIPIDYEE ~Ial OOE 
lll&;. Materials related to 
the oawersia, of aireau 
enployees enployed umer PUb. 
L. 93-638 oootracts when a 
pi:ogi:am is oootracted. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Fil~ Dispositia, 
Instructims Instructims 

Arrarge by pay rut off at erd 
period. of pay period. 

Hold 3 pay 
periods then 
destroy a, site 
if ID lcn;Jer 
needed for 
:refererx,e. 

rut off when 
enployee is 
tenn:inated or 
retires. Hold 3 
years or lD1til 

ll.DDe warrants: 
ret to FRC. 
Offer ...,,.......Hll1:1a 20 
years after 
retil:ecert. 

Permanent 
Records 
Schedule# 

Tenporary 
Reool:ds 
Schedule# 

26U-'l'O 

WITHElMWN 

2613-PJ 



.ft3:YdL - 2700 

Descriptim of Aeool.ds 
&NAMJdJtblt>er 

1. 
_..._..,_~. Ox:uments rel.atinJ 
to 1m'981t:.IllatJ.ong of pe:t.SOi1.tl 
aaploym by or -ia.u-.. emplay­
aent with the Gavern•t.. 
WDae rel.at.icnlbip with 
GoYmTaant ~ security 
cl.eararx:,e, exclusive of in­
vastigativa zepor. ts furnished 
to agencies by the Office of 
PersCiI.U Mllnacjei♦i ll. In:::l.\des 
case files an;,ealed to the 
courts, linked with o.ugzes­
sicnll. investJ.gationg or of 
dellaslzated interest to 
OJnJZ ssimal ocmnittees, the 
Executive Office of the 
President, or the pi>lic. 

NARA.Jasl«MEl ______ 

in­

show 

FilinJ 
Inst:J:uctiong 

Arrarqe alpa:,eti­
cally by name of 
inlividual. 

Ai.zw:ge ~i 
cally. 

Dispositim 
InstructiClll!I 

Cl.It off at close 
of fiscal year 
in ltbich actim 
is OC11pleted. 
Hold 3 years or 
\D1lil Wl\.1118 
wrrants: zeti.re 
to FR::. Offer 
to RDA 20 years 
after retin!-
11!11l. 

.. 
superseded, 
ciJeolete or no 

Permanent Tenporary 
Aeool.ds Reoonls 
Sdledulel Sdledule I 

2701-Pl 

st.atua of inlivi . 
JIii}' be in the font of lists, 
rosters or cams. 

NARA JOB NlJmm ------

laYJel' needed 
for refererD!. 

16 BIJ\M Release 1, 

https://Aeool.ds
https://Aeool.ds


PF,RSOONEL - 2700 

Daacr.ipt.im of Reooms 
& NARAJd> 1bmer 

Filing 
Insttu::tims 

Dispositim 
Instructicn; 

R:!rmanent 
Records 
SChedule t 

'le1p)rary 
Reootds 
SChedule I 

3. 

data 

tax,
leave data, 
appoLdli&Jt 

. 
ial security 

ardfW:1eral 
·--....... rates, 

• 

Arral'IJ8 as 
ann:cp;J.at.e. 

a. Pri.nb:ut/paper cq,ies. Daat:my when ~. 
2703a-TO 

b. M!lgnetic tape data. 

NARA JOB IUH!R ------

rut off -=nthly. 
Desb:vy tape 
data after a\Xlit 
by GM> or 3 
vaa·ra after 

ff, 
whi.c:HI!!~ 
earlier. 

270Jb-TJ 

4. FINAL SMARX gPJWICfi fTiffi. 
Notifica.tim to payroll office 
that final salary paynB'lt can 
be llllde when enployee has been 
cl.eand of BIA property, credit 
carda, keys, ard outst:arl:ling I 
debts. ' 

ArranJe as 
awicp; iat.e. 

rut off at fis­
cal year erd 
after enplayee 
cleararx:e. De­
stroy 1 year 
after a.It.off. 

2704-Tl. 

NARA JOB NllH!R ------

16 BI.AM Release 1, 

https://appl.c.pl


~ - 2700 

Permanent 'n!llp)rary 
Daacriptim of Reool:ds FiU.ng Dispositicri Reool:ds ReooJ:ds 

fr NARA Jd> NudJer Instr\ttians Inst:ructicris Sdledule I Sc::hedllle I 

--of 

Arrange alplabeti­
cally. 

par: to 
an 1111P 
service. fl!ldll1!mlll • ■ .el 
MllnJal epeci 
nquired in Offic 
Folders. Official 
lllintained at oentral an:l 
Paraoi■ M:d Offices. 

a. Folders of aplayees tram­
ferred to amt.her agacy. 

b. Folders of separated 
enployees. 

Nlject. t.o the Privacy t,ct 
(QHI/W/l::l) • 

NARA JOB RltBm ______ 

16 BINI Rel.ease 1, 

Follow 2705a-R>HI 
instructions in 

""· 
in 2705b-lOIM 
th 

FDI. 
to Natioral 
ParBcnlel 
Reooids oenter 
(Civilian), 111 
Wimet:Jago 
street, st. 
lDJis, M.issoori 
63318, 30 days 
after separatia1 
except as 

provided in ""· 



l?f.RSClfflEL - 2700 

Pennanent TE!lrp>rary 
Deecriptial of Records Fililq Di.spositial ReconJs Records 

& NARA Joo Nuni:>er Instructims Instructims Schedule# SChedule # 

6. 

al the left side of the Offi­
cial Persamel. Folder in aooor­
daix,e with the Federal Persal­
nel Manual. 

16 BIAM Release 1, 

Arrarqeas 
appzopriate. 

Destroy after 1 
year if ID 
laqer needed 
for refererx:,e or 
upa, transfer/ 

1~ar.il1tiJ'1al of 
enplayee,
wc:never is 
sooner. 

2706..JI'l. 

transfer or 
separatial of 
enplayee. De­
st.J:Uj 3 years 
after cutoff. 



Iool 
al civilian 

hmdia91pd peJ:BCIIS, 
hdatal l'lll>loyment qp,rtuni 
Ptogtw; biemial reports m 
<XXl.,atirm ancl other ex11p1ra­

NARA JOB tuDJt ------

ftB:M'iNEl, - 2700 

Disposition 
Inst::ructims 

Permanent 
Reoxds 
Schedule f 

Tenp:>rary 
:Aecm:ds 
SChedule I 

OJt. off at close 
of fiscal year. 
Dest::ray 2 years 
after cutoff. 

2708..IJ.'2 

OJt. o f-.Jlmthl 
DestJx,y 2 
after cutoff. 

Deacrlptim of Records 
& NARA Jd:> Nt:arber 

prep­
and 

CX11110l and 
spec pera:.inl!l -- to 
U.Of 
..it. 

ble ll!pOlbt. 

9. r«m:Pl.Q\Tl<lf Of ft8:iutC. 
ltCl'IClf EIJffi. SF-50's, 
exclmive of those in Official 
Pm:all ■ el Fblders, aocumlated 
to provide a reooni for in­
spections, statistics, ref­
m::arm, preparatim of 
Iapatb., etc. Maintained by 
Paral ■ el Offices. 

-- JOB~-----

Fili.RJ 
IJ'Btructic:rs 

Arl'ar99 by 1'4)01.t 
type, then by 
locatim ancl in 
c:hnn:>logical 
sequen::,e. 

Arrange chrcrJologi­
cally. 

16 BIAM Release 1, 

2709..IJ.'2 

https://Deecript:.ia


fQf:;gffiEL - 2700 

Descripticn of Reoo.tds 
&NARAJdJNlmt:>er 

10. Al91t'11111'1M,1-,t.a Vacancy
tes of 

ans, 
cq>ies 

of:reg em-
ployment, sell!IGI~ s 
•inta.ined 
Offices. 

lMRA .JOB IU&R ------

11. HDCJ'I(lf oPlu<J.UN1TX 
MlfiITNS (roBl. o:msists of 
all positicn vacan:::ies and 
annomrm,t l"UID!IS. Main­
tained in Area and O!ntra1 
Office Persa1nel. Offices. 

NARA .JOB IU&R ------

Filing Disp:isitioo 
Instr:u::t:.:ic Inst:ructicns 

ArranJe naerically. nit off at close 
of fiscal. year. 
Destroy 2 years 
after cut.off 
provided re­
qu.iranents of 
Federal Persml­
nel. Maruu. are 
ci:aerva:i. 

nit off at close 
of fiscal year. 
Destroy 2 years 
after cut.off. 

Permanent 
Rec:or:ds 
Schedule t 

'lelp)rary 
Recx>rds 
Schedule t 

2710JI'2 

2711-T.2 

16 BI.AN Release 1, 



2716-'1'2 

~-2700 

Deecriptim of Aeootds 
& NARA Job Nln>e.r 

of 
pre­

a,s for 
ined 

outsi 
Folder. 

15. APP1iICAN1' SCJm¥ UIB -
1tC1TIE. lk>cument:s such as 
applicatia,s for E11PlCJYIBll, 
(Jlalificatim rathq sheets, 
CU'ltrol logs, awlicant :re­
ferrals, arrl related papers. 

NARA JOB tu1BER -----

16. Am.J;CMJ' sum,y fllf! -
nw;TIVE. Files established 
when an 8A)licant is not 
cpuified, declines, is not 
aal.ected for 8A)OL1bie11t, Or' I 
Wl!l1 an>licatim for enploy- ' 
1ll!l1l is not updated. Inch.lied 
are an>licatioos for Federal 
E11Ploynenl arrl related papers. 

NARA JOB NUMBER ______ 

16 BI.AM Release 1, 

Permanent Tenporary 
Aeoottls Recx>ros 
SChedul.e t SChedul.e t 

2714-R>IM 

271~91 

.. 

Filirq 
Instructims 

ArraDJI! as 
awt'-44 late. 

ArraDJI! as 
aw1q:,1 late. 

Dispositim 
Instructioos 

Place in 
Official 
Pel.sa ■ .el. Folder 
Wll!ll aaployee 
transfers or 
separates. 

File m ri(#Jl 
side of Official 
Pet.sc:11.el. Folder 
if irdividual is 
enployed. Dis­
pose of acx:m:d-
• t.o OEM 

art. off at cl 
of fiscal year. 
Destroy 2 years 
after cutoff. 

https://Pet.sc:11.el


ffBQiNEI., - 2700 

Pe:r:manent '.n!llpOrary 
Deacripticn of Rac:xm:ls Filirg Dispositim Reocn:ds Aecxn:ds 

& NARA Jab Nmt>er Inst:ructims Inst:ructioos SChedul.e t Sdlil!alle t 

AIIange alpmbeti- art: off erd of 2717-'1'2 
awards cally. fiacal. year in 

oyaes for which dacisim
• ior of awm:d is 
perfi made. O!!sUoy 2 

NARAJOBtUB!R 
yam after cut-
off. 

18. Dmfl'lYE MNQ 8181¢ WI§-
Awards pJ.ogl.&ID 1-.;.orts, :ln:lu-
dinJ oq,im of feeder U!pnbl 
to Office of IW.S011el 

a]Jhabeti- 0lt off at clcae 
of fiacal. year. 
DMUay 2 yam 
after cutoff. 

2718-'1'2 

lllrlaJ&wa,t. 

NARA JOB NllHm 

19. PIRUIWD: RATDQ;. CUM!n- Arrarqe alpmbeti- art: off 2719-'1'2 
ien::,e oq,ies which ant not cally by f:!lll)loyee of fiscal 
filed in Official Perscx1nel llilllle. 
!bldem. 

NARA JOB IUtlRt 

Destr:oy 2 years 
after cutoff. 

16 BIM Release 1, 



~-2700 

Daacriptia, of Records 
& NARA Jct> ffud>er 

.-.-1111111(·• "&tployee' s appeal of 
~...-.......OI11B11C8 rating, 

isions 1adel:ed 
am DBfim:ilupertainm;J 
to the . 

21. IWX\l<lf l'fflEPfI!IJ FTJI§~ 
tb:uraJt:s llfflidl describe 
duties, rESpC11Sibilities, ard 
tqJet:Vismy I'espcllBibilities 
of each poaitia, within the 
organizatiai. 'lbese incl.Ide 
ocpies of poaitia, daacrip­
tions of General Schedule and 
Wage Boanl poaitions, amend­
Jll!l'lts, and certifications. 
Maintained by Perscn1el 
Office. 

NARA JOO ~ -----

Filing Displsitia, 
Insb::u::t:ions Instructions 

Arrao'iJ8 alpabeti­ art: off at close 
cally by eq,loyee of fiscal year 
name. in llfflich final 

decisia, is 
made. Destroy 1 
yaar after 
cut.off. 

art: off file at 
clcae of fiscal 
year. Destroy 5 
years after art: 
off. DMcrlp­
tiCl1S of CD't­

value 
..............-,..,.ined 

PenBnent 'l\:!np)rary 
Records Reootds 
SChedule I SChedule I 

2720-'l'l 

2721-'rS 

16 DIM .Release 1, 



~ IINER ______ 

my be mtained 
as ID11\l!UJtd 
llllterial.. 

ftffiQ'fflEL - 2700 

Penenent Tellp)raiy 
Daacriptim of Reo:m:Js FilinJ Disposition lax>tds lax>Ids 

& NARA Jc:i> NlmtJer Instructims IJBtructiCl'lS Sdledul.e t Sdledul.e t 

An'an)e by position 
by ruli:Jer. 

ts 
of all ........._._ an 
area. ___ ition 
l!llrWly" lepatt:al, 
claaaificatia, Slll'\'l!YB, 
plllitim review cartifi­
catirm, reo a;;edat.J.ms, 
related papeis. 

NARA 

OJt off at close 2722.J.1'5 
of fiscal year. 
Destroy 5 years 
after aitoff. 
surveys of cxm­
tin.dnJ value 

16 BIM Rel.ease 1, 

https://a;;edat.J.ms


.titBA'¢mL - 2700 

Descriptia, of Reoor.ds 
& NARA Jd> NmiJer 

• OJnsist of remgani­
23. 

zatiat1""Jltq:J10Bclls Sltnitted to 
the Qi:a11"'!11r'lrw~1 Office for 
classificatia,~ll!IIB11ts 
irx::lmes narrative~~-r-1 
ani justificatia, for --­
ganizatiais: an1e1t an:l 
posed organizaticnu charts: 
wue1t ani pu,pcaed missim 
ani furtticntl statanents: 
staffirq pattenm: am 
classifier's mwww1t::t. 

NARA JOB NCJlmm ------

24. QASSIFICATICli APWAL flffl~ 
DoaJments aoam.tlated when an 
apl<J'J9l! 'l(l)MJt:i his jd> 
classificatim wich hci.lde 
the letter of 8R)eal, oq,y of 
jd> descxiptim, classifier's 
n:Jt:es ard evaluatim an:l 
latter advisinJ atplayee of 
the firal decisim. 

NARA JOB NtJmm ------

16 BIAM Rel.ease 1, 

FilinJ Dispositim
ImtnJctia,s Instructi<DI 

An'an;Je as OJt off at close 
8R)Iopt iate. of fiscal year 

in lttrlch actia, 
is OC11pleted. 
Destroy 3 years 
after cutoff. 

ArnmJe as OJt of 
c1A'lopl late. of fiscal 

in lttrlch actim 
is OCllpleted. 
Destroy 3 years 
after cutoff. 

Pe.nnanent Tertp:>rary 
Reml:ds Reml:ds 
Schedule t Schedule t 

2723-TJ 

2724-TJ 

https://Reoor.ds


P.mSamEL - 2700 

~ Tell'p:>rary 
Descripticra of Recmds Filing Dispositim Recmds Recmds 

& NARAJd:>Nume:t- Inst::ndiCl'IS InstructiCl'IS SChedule t SChedule I 

25. a.rt:. off at close 
of fiscal year. 

a. Arrange du:a'lologi- Desm:7.f 2 years 2725a-'r2 
cally by register after rut.off. 

OI1! date. If an appeal or 
i:ah±i CDJrt. case is 
eadlampeti pn!ing, desm:7.f 
affected by the 2 years after 
ra.llctim. the case is 

resolved. 

b. Work cards. Used in Desb:oy after 272Sb-'ro 
CXlll)iling ret:entim all RIF actiCl'IS 
registers. are CXlll)leted. 

~ 

c. Notice to &lployeea and Al::r:mge du:a'lologi-

Offi 

272SC-R>IM 
related papers. cally. 

ne1 Fol . ,,. 

" d. Plaoa1e1t files. l:b::u- Arrange as Destl:oy 2 years 2725d-'r2 
ments which nisult fn:n apptopl'. late. after RIF is 
attaipts to secure new CXlll)leted. 
positims for d.isplaa½t 
aployees. 

IG\RA JOB NUMBm 

16 BI.AM Release 1, 



ee leaves IXJI!~ 
Destroy 2 

years after cut­
" 

PFgjCNNEI,-2700 

Pennanent Tel1)0racy 
Descriptim of Recxn:ds Fili.nJ Dispositim Records Recoros 

& NARA Jd:> NUniJer Inrtructi.Cl'lS Instnlctions Schedule t Scnedule t 

ted to 
of em-

pl AJEBlSffN.ouJlll'lnl-

of 
ard disc 
'lhese naterials 
fDJIIIIPITles ard 
hearinJS, designati 
CXlllllittee DIEIID!i"S, CXllllli 
:reports, am related papers. 

NARA JOB NllHR _____ 

21. PWWYEE FilW«:IAL STATDQ!NI' 
~. Files for rut.side em­
ployment, financial interests 
am re1atec1 papers. 

NARA JOB NlMER ______ 

16 DIAM Release 1, 

Arrarqe alpmbeti­
cally by aaployee 
naJDe. 

Arrarqe alpiabeti­
cally by enployee 
name. 

art: off at close 
of fiscal year 
in whi.dl final 
decisim is 
made. Destroy 7 
years after cut­
off. 

close 

in 

tim. 

off. 

2726-T7 

2727.Jf2. 



~-2700 

DBacript:.ia, of Aeootds 
& Ni\RA Jct, NUntJer 

ts of 
a, 

29. msammaTI<lf aJa,:ADfl' {El!X>) 
CASE mm- Docunents CDISist 
of investigatia,s of discrimi­
natia, ocmplaints by enployees 
of, and aJ:Plicants for enploy­
ment with BIA, because of 
race, religia,, etc. In::ltded 
are copies of ocmplaint:s, in­
vestigatia, rep:,r ts, heari.n;r 
tranacript:s or sunmaries, 
statements of witnesses, and 
related papers. 

Ni\RA JOB NlMEt ------

Filb'IJ Dispositia, 
Instructi.a,s Instructi.ais 

AttanJe alp,at,eti­ 0.lt Off at close 
cally by enployee of fiscal yaar 
nalle. in which mploy­

• is transfer­
:md ar sepu:a­
t.ad. CMstray 6 
Aill:tai after 
cutoff. 

0.lt off at close 
of fiscal ymr 
in whidl final 
decisia, is 
1lllde. Deal.toy 4 
..-a- after cut-

... 

Permanent Teqx>I:ary 
Racol:ds Aecxnds 
SChedule I SChewle f 

2728-TO 

2729Jl'4 

16 BI.AM Release 1, 

https://alp,at,eti�0.lt
https://DBacript:.ia


ficatim Pl---.... 

ment examinatim, am fit­
ness for duty examinatim. 

All other papers. 

FfflS(MIBI..-2700 

Descriptim of Reoor.ds 
& NARAJci>R.miler 

£ 

3~<:ASE rrrm- aor-
, i:eports, fOIDB, 

ard otni~ papers docunentin;J 
employee cal hist:or:y. 

a. I 
examinat.im, 

ords, disability 

b. 

NARA JOB tumm ______ 

31. IND1VmlN, D1P1QDE 'DWNIJ«; 
rum. case files cartainin:J 
BR>licatiais for trainin:J, 
authorizatiais, schedules, re­
ports of ptogi:e&;, attamrx:,e 
am related documents. 

~ JOB tumm ------

16 BIM Release 1, 

Pemanent Tenp:>rary 
Reoor.ds Records 
Schedule t Sdledule I 

21Joa-rom 

273Cb-TS 

rut off when 
eq,loyee 
transfers or 
teminates. 
Destroy J years 
after art:off. 

2731-TJ 

FilinJ 
InstructiaB 

Arrarqe alpmbeti­
cally by employee 
name. 

Arrarqe by office 
am thereurder 
alpiabetically by 
employee name. 

Di.spositim 
Instructioos 

Upm separatim, 
file in Official 
Persa ■ .el 
Folder. 

Destroy wen 
file has been 

----·~:ve for 5 

https://Reoor.ds
https://Reoor.ds
https://examinat.im


ff,ffiu'mEL - 2700 

Descriptia, of Aecords 
& NMA Jct, lblt>er 

33. mAIN]R; .REKltr Fil2fi. File 
incl.Ides (pll'terly, sad-
arnml, or arnmJ. 1epoxta of 
traini.rq, aoxmplisllll!llta, ard 
c::xxmll.natmJ actia,s. Milin-
tained by Oent:ra.l Office ard 
Area Offices. 

NMAJOB tumm 

34. 'l.Ul.Tia! ASSISl'ANCZ ffll§. 
Docunents incltde enployee 
recp!St:s for ard approvals or 
d.i.san,rava1s for tuitim 
asaistarJ::,e, college tran-
scripts, grade Ieports, ard 
nlated papers. 

NMA JOB ll.t1Bm 

16 BINI Release 1, 

cally by enployee of fiscal year 
name. m which course 

is CDll)leted or 
2 yaa.rs after 
date of last 
actim. De-
stray 3 years 
after art:off. 

Permanent Tellp:>rary 
Reom:ds Records 
Sdledulet SChedul.e t 

2732-'ro 

2733-'1"5 

~ 

2734-'l'J 

Filin;J 
Inst::r:ootia,s 

ArranJe alplabeti­
cally by enployee 
name. 

Auange chralologi-
ly. 

At.1aage alplabeti-

Dispositia, 
Instructims 

Destroy
inlividual 
n!ICmd t.,cn 
sepu:atia, of 
enployee. 

O.lt off at close 
of fiscal ymr. 
Daatroy 5 years 
after aJt. off or 
after Office of 
R!l:&.11.el Jim-
agaart review, 
'Whicnevar is 

ier. 

O.lt off at 

https://A!l.stti.el
https://ooonlinat:.mJ


PfflS(Hml.-2700 

Deacript.icn of Aeoords 
& NARA Jd> Nmber 

36. mAIN;Q«; 1RXJW1 .AlJIIMISIRA­
TlVE fIIffi.. Dxunents re­
latinJ to departmental, 
l::lunau, ani 091 fornal t::cain­
ing pn,gzana so:h as Mma­
gerial DeYel.q::nent, Executive 
DeYel.q.mart:, etc. Ircl\des 
papers reganling arn::ux:,e­
nents, an;,llcaticns, selecticn 
and attemanoe. 

NARA JOB NlltBm ______ 

Filing Dispositim 
Inst:ructions Inst:ructicns 

Arran)e alpmbet.i­ OJ.t off when 
cally by enplayee enplayee 
name. transfers or 

terminates. 
Dest.my 6 JiDrths 
after Oltoff. 

OJ.t of at the 
close of fiscal 
yaar. Desb.o.r 
5 years after 
Oltoff. 

~ '181p'.)rary 
Records AecxmJs 
Schedule t Schedule# 

2735-TO 

2736-'rS 

16 BIAM Release 1, 

https://alpmbet.i�Cl.It
https://sel.ect.im
https://Deecript.im


~-2700 

Pennanent 'l'ellplraty 
Descripticn of Rea>tds FilinJ Dispositim Reootds Reootds 

& NARA Jd:> NllltJer Instnrticns Imtncticns Sdledule t Scbedule t 

37 UBNPH INSURNQi Wffl- Arrarqed al.pla­
0:nlist of Health Benefits 
Registraticn am Notices of 

betically. 

Qmrqe in &lrollment status 
Falll, (signed originals): ani 
Traranittal aJD IUfflBlY ~tl 
to Olrrier, showin.J nmtJer of 
enplayees OCJYered, ad:led, 
dtq:p,cl, etc. 

NARA~ •-"IUl:.I~------

OJt off at close 2737-'1'3 
of fiscal year 
in which 
911ll<J'jl!l8 is 
separated. 
Destroy 3 yaars 
after rut.off. 

.. 

16 BIAM Release 1, 



PElmOO:I,-2700 

Descript.ia, of Records 
& NARA Jct, Nl.n)er 

CDltai.nsa 
a,s 

enployee 
th deductia,s 

fran pt • 
Shows SSN, 
Office cede, name, ~ii~'tl 
deductiai, face val 
bcn!, note face value, 
tlC:OWflatim of m.D1t 
deducted, refurd cede, effec­
tive issue date, SSH to be 
issued, name to whan sent, 
aa:ln!SS, CX>-OWl1er, ani name of 
co-owner. 

b. Magnetic tape data. 

NARA JOB NlltBm,,________ 

16 DIM Release 1, 

Filirq
Instructia,s 

ArraDJ8 as 
dAJLq>L late. 

Permanent Tenporai:y 
Dispositia, Records ~ds 
Instructiais Schedule t Sdledul.e t 

art. off --•,.;Jiu 2738b-TO 
Destroy tape 
data after amit 
by GSA or 3 
years after 
rutoff, 
whidlever is 
earlier. 

'·l,0Mwtll 

https://Descript.ia


~ - 2700 

Permanent '.n:!rlp:)rary 
Descriptia1 of Rea>J:ds Filin;J Dispositioo Records Records 

re NARA Jab Nunt>er Instructia'IS Instructi.Cl'lS SChedule t SChedule t 

39. PfBQlm, ,ACI'ICIJ flII- Files 
andst of data irprts taken 
fnn eadl pet:BaI.el actia'l 
effective within the na,th. 
Used for nart:hly an:l arnJal 
perscne1 r:epn la an:l for 
researdl purposes. 

a. Printo.Jt/paper cx,pies. 

b. Magnetic tape data. 

NARA JOB tUI~-----

16 SIM Release 1, 

Arrarge as 
ann:qn:iate. 

Dest.1:oy Ital 
tq>el'.aa:Jed•. 

0lt off JID1tbly. 
Destroy tape 
data after amit 
by GM> or 3 
yaars after 
cutoff, w.ich 
ever is earlier. 

"' 

2739a-Tl. 

27391>-'ro 

https://pet&Ci&.el


PIPPml'X MAN1!GF.MENr AND .moct.JRMNr - 2000 

Permanent Tenp:>rary 
Descriptia, of Rean:ds 

& NARA Job NUnber 
Filin;J 

Instructims 
Dispositia, 
Instructims 

Recmds 
Schedule t 

Aeo::>rds 
Schedule t 

Arrarge by vehicle art: off at close 2801-T4 
ra.mber. of fiscal year 

in which vehicle 
leaves age~. 
Destroy 4 years 
after cutoff. 

2. 

• Dlcu.-
trans-

a,, or ex-
cles. 

<IJ\IElltBf1' 'lRANSIU.UM'I<Jf Arrarge chraX>logi- Destroy 1 year 2802-Tl 
Rl!XUSI' (G;DU FIIffi- Rean:ds ly. after all 
such as SF-1120, which document entries a, the 
the issue or receipt of :cacxn:ds are 
aocountable paper:s involved in cl.ea.red. 
travel am transportatim 
functia,. 

NARA JOB tumm______ 

3. ~ BU{§ OF IADIJ«i Arrarge runerically Destroy 3 years 2803Jf:3 
(GBL) FUffl- Registers used to by :register llUlltler. after final 
acxx:,unt for bills of lad.i.IY:J. entry a, 

:register.
NARA JOB Nltmm,________ 

16 BI.AM Release 1, 



PR:>Pml'Y ~ AND PRXlJREMENr - 2800 

Permanent Tellp)rary 
Descripticra of Records Filin;J Dispositicra Records Reoor:ds 

& NARA Job Nunt>er Inst:t:ucticras Instructicras Schedule I Schedule t 

s. HPPf.Rl'X ffl1UPI' UU§. o:,pies
of purchase orders maintained 
as prq,erty receipt recmds. 

NARA JOB nU1-u;a;.~------

6. EXCESS RR3C:IW:i tHJJ.-f1<n 
FJIJi§. Reports of exciess 
personal prq>erty an:i transfer 
of exciess personal prq:,erty. 

NARA JOB Nllmm..._______ 

Arrarge nunerically 
by shipnent nunt:>er. 

Arrarge numerically. 

OJt off files at 
close of fiscal 
year. Destroy 3 
years after cut­
off. 

OJt off at close 
of fiscal year. 
Destroy 2 years 
after cutoff. 

OJt off 
of fiscal 
Destroy 3 ua,11....,;!',. 

after cutoff. 

2804-TJ 

2805'-'1'2 

2806-TJ 

16 BIAM Release 1, 

https://recx>l'.ds
https://MAN1tGEMf.Nl


result of 

"' 

fK)PmlY Ml\NAGEMm1' AND RmJREMEN1' - 2800 

Pennanent Tenporary 
Descriptia, of Recxn:ds Filirg Dispositia, Reool:ds Raxn:ds 

& NARA Ja:, Nunh!r Instructia,s Instructims Schedule t Schedul.e t 

1. DPNUX 'DWfS1tC'I'Illf &XJBCE An:an;Je by locatim 
lXXlNfI' fI!§~ Documents 
aoamul.ated in amtrollirg am 

am ptq,etty 
identificatia, 

aocnmt:.irg for nooexpadable nmt>er. 
perscnl1. ptq>e.tty in the BIA. 
Papers reflect the aaJ,tisi­
tim, assi91iil:!i1l, transfer am 
diS(X)Sitim of prq,erty. 
Inell.des cx:pies of BIA-4310, 
Prq,erty Aanmt:ability 
Transactia,, ani BIA-43U, 
Prq,erty Invoice. 

NARA JOB N{Jjl~-----

Atzmge as~HPARY UWf NBIIBB' 
ctWLopL iate.~X~l'Sin.~Cbltabilins recxn:ds of 

a • ity for GavenJnent-
awned real ~pm:~al 
p1q>e1.ty loaned to 
als. Also ocntains :raxn:ds 
oonceminJ irrlividuals which 
have arisen as a 
that irdividual 's rniSIJSe of or 
damage to the loaned ptq>er-
ty. SUbject to the Privacy 
Act (BIA-1}. 

NARA JOB NUMBER'-------

Destroy ID!!Jl 2807~ 
~, 
d:Jeolete, or oo 
lcn;,er needed 
for refeieuoe. 

Bestzoy 1 yearo 2088 Tl 
after prq,erty 
is returned. 

16 BIAM Release 1, 

https://p1q>e1.ty


ImPF,m'X MAN1!GEMENl' AND PROClJREMENI' - 2800 

Permanent '.I'E!lrporary 
Description of Recx>tds Fil.in;r Di.spositim Recx>rds Recx>rds 

& NARA Jd:> Nt:mtler Instructioos Instructiais Schedule# Schedule# 

rut off at cl 
of fiscal year. 
Destroy 2 years 
after cut off. 

2811-'1'2 

10. PR>l'ISl(lY INVFJm::m LISTJlG9. 
o:rasist of PJYSic:al inventory 
documents pertainirg to BIA 
personal prcperty. 

NARA JOB NUMBffl,________ 

11. INVm1tlRY CXfflK>L WP:~ 
Inventory cards used for stock 
control. Maintained at sane 
locatioos in adlitim to or in 
lieu of oarprt:erized inventory. 

NARA JOB NUMBm_________ 

Aumge alpiabeti­
c:ally. 

Aumge as 
"talt'CIIJr.iate. 

Arrarge as 
awtopt late. 

Destroy when new 
card is isaJed, 
provided item 
has been 
reb.n:ned. 

rut off after 
next arnJal 
listinJ or next 
cxmplete J;i1ysi­
c:al inventory is 
taken, :recal­

ciled, am ap­
proved. Destroy 
2',\!'eal:'S after 

2809-TO 

2810-'1'2 

16 Bl.AM Release 1, 



OOPER1'¥ ~ AND :mcxl.JREMEN1' - 2800 
(PRXI.JREMEm' - 2850) 

Permanent Teqx>rary 
Descripticn of Records Filin;J Dispositicn Records Records 

& NARA Jc:i:> NudJer Inst::nl:ti.cns Inst:ructicns SChedule t SChedule # 

12. PRO OF SURVEY AND USS OR 
'!HEFT FTiffl- Repotts an:I other 
dcx:unents relati.n} to the 
damage, loss, or theft of 
property. 

a. Reports involvin;J pecuniaey 
liability. 

13. PR>.PffllY PASS mm::. Hard­
carried au:t:mrizaticns for 
:rem:,val of property or 
materials "1len offices are 
bein;J relocated. 

16 DIAM Release 1, 

Arrange as 
awi:opriate. 

art:. off at close 
of fiscal year. 

lk>ld 3 years or 
until volume 
warrants: retue 
to FRC. Destroy 
10 years after 
cutoff. 

after cutoff. 

art:. off after 
expiraticn or 
:cevooatiat. 
Dei!l~~J nart:hs 
after cuto . 

2812a-T3 

2813-TO 



mQiffi'X MAN1IGEMENI' AND IHXl.JRD1ENr - 2800 

Descriptim of Recmds 
&NARAJClbNlmber:' 

pr:q;,et t.; • 

a. RepatU involV 
O rn-.....rur,11 All'V 

liability. 

b. All other r:epo.1:ts. 

13. PR.J.t'l!.Kl.t PASS rnm- 11am­
carried authorizatiC11S for 
rem::JVal. of pr:q:ierty or 
materials when offices are 
beirg relocated. 

NARA JOB l«lmm,_______ 

Filirg 
Instructims 

ArranJe as 
an;,nprlate. 

ArranJe alpiabeti­
cally by hi:m:! of 
inilvidual. 

Fermanent Tenporary 
Rec::m"ds Rec::m"ds 
SdlE!du.le I SdlE!du.le # 

2812a-T5 

2812b-TJ 

2813...lffl 

Dispositim 
Inst:.nttims 

art: off at close 
of fiscal year. 

Destroy 5 years 
after cutoff. 

Destroy 3 years 
after cutoff. 

off after 
exp im or 
revocat1. • 
Dest.ray 3 IDiths 
a~ cutoff. 

.. 

16 BIAM Release 1, 

https://SdlE!du.le
https://SdlE!du.le


PIDPfRlY M1\N1!GEJo1ENr AND PRXl..JREMENr - 2800 

Pernenent 'l'enp>rary 
Descriptim of Records FilinJ Disposition RecX>rds Records 

& NARA Jcb Numer Instructims Instructions Sdledule # Schedule t 

14. ffBMW, fR)PERI'Y MAS'IJR fTJE. 
'Ibis negnetic tape nester file 
ocmains data reflectin} all 
acx:nmtable prq>erty it.ens 
throughoot the BIA. '1he file 
reflects action CXJde, document 
referen::,e n.mt>er: area, aga 'Cf, 
unit, am naneuclature codes: 
BIA identification 11llllt>er: book 
or pun:hase value: 1IBke or 
other identification: serial 
n.mt>er: am nane1 .:lature 
descripticn. C8ta is used to 
prEpUe 1ep:,1ts. Record cq,}' 
maintairm at Oa!ntral. Office. 

a. Printa.lt/paper cq>ies used 
as tec:m:d oc:py. 

h, Magnetic tape data 

NARA JOB NUMBER________ 

16 BIAM Release 1, 

Arrarqe as 
t1R)tq:>riate. 

Destroy ~ no 2814a..JJ'O 
laqer needed 
for refererx:,e. 

Oi.GpQE:=e gf af:tor 
tlri.ro. update 
cycle. 



m>M!Rl'Y M1@liFMfNJ' AND PJJ)CUREMENr - 2800 

Permanent Tenp)rary 
Deacrlptim of Recmtls Filirq Dispositim Recmtls Reootds 

&NARAJobNult>el:' Instructims Instructims Schedule t SChedule t 

1s. JDL DPftKtt MIS'1IR rn1-
'Ihis Dll!!glletic tape file a:n­
tains data pertira1t: to 1'1!Bl 
ptcpn ly itata urder the 
jurisclictim of the BIA. '1he 
file reflects araa/ag&C'f 
oodes, activity, unit desig­
natim, holdin;J agency desig­
natim, usage code, year
aaJrlred, assigned bJ.ildin;J 
l"l.ll1t>er, prq,erty code, GSA 
locatim code, CXISt, ownership 
cxxles, size of prq,erty, ard 
card code. 

a. Print.rut/paper a::,pies used Arrarge by locatim. 0.Jt off at eni 2815a..lJ'l 
as recxm:i copy. of fisa!ll year, 

hold 1 year tl&l 
dest:r:oy if no 

I,;lager needed 
fw refenn::,e. 

h. Magnetic tape data, Di l!ilpQflQ of af!tar 
appropriate. thini update 

cycle. 

16 BI.AM Release 1, 



b. MagnatiG tape data, 

17. S11CE All.QCATICN AND tJfIIJ:­

FR:>P£RIY MAN11GF,MENI' AND PRXJJREMENr - 2800 

Permanent 'lelp:>rary 
Descriptim of Reoo:r:ds Filin:J Dispositioo Reoo:r:ds Reoords 

& NARAJd:>Nunt:ler Inst:ructicns Instructions Schedule f Schedule f 

16. tJl§OOP sum»qTARY A1DESS 
lll,B. 0:n:ains basic ackitess 
cxrles for eadt locatioo in 
BIA. Shows SJR)lementary 
acklress, mailin:J ackitess, m:ea, 
age11cy c:xxle, GSA locatim c:xxle, 
and date established. 

a. Printout/paper cq,ies used 
as recxn:d copy. 

ZATI(lf fl!E>- nxunents show 
allocatim, use, and release of 
buildin:J space. Inchded are 
requests for space, record of 
assi911111e11ts, reports, surveys, 
space layouts, and floor plans 
and xelat.ed papers. 

NARA JOB NUMBER,._______ 

Arrange as 
awu.priate. 

Arrange by l::uildin:J 

0lt off at close 
of fiscal year, 
bold 1 year or 
until m lCRJ(!r 
needed for 
refet:enee, then 
destroy. 

third up:late 
cycle. 

.. 
0lt off at close 
of fiscal year 
in which assign­
nent is termina­
t.ed. Destroy 2 
.-..._ after cut-

2816a-Tl 

3816b:'ID 

2817-'r'J. 

16 BIA ..ease 1, 

mailto:liaq9RAll&tal;;libc.g!--'iitapeaSE:H'ldaatata,,,-----------------99iii9'1!EE!BSB&B-48Mf;-aa~fteEa~--------------.1.IGR1@>-IIJ
https://xelat.ed


PIPIW'X MNJ\GfJ1EN1' AND PBX1JREMlffl' - 2800 

Descriptia, of Recmds 
& NARA Jct, Nunber 

and 
ies of 

tep:>ds 
servi 
tep:>tts 
papers. 

'Cklcu­

l 

NARA JOB ~~"-----___:, 

19. Cl1l\,RDiFS EVAWATIW mm~ 
Sm:veys an:I ann,sisals made to 
adjust rental rates for feder­
ally-owned facilities ocx:upied 
by BIA E!llployees. Infanatia, 
in::lldes descdptia,, loc:atim, 
an:I evaluatia, of quarters. 

NARA JOB NCJmm.,________ 

16 BI.AM Release I, 

Filin;J 
Inst:ructia,s 

ArrmJJedby tl!p)It 
type, thenu'der 
dlronologica.lly and 
by loc:atia,. 

Dispositim 
Inst:ructia,s 

0.lt off at close 
of fiscal year. 
Destr:oy 2 years 
after cutoff. 

Permanent 'l'\!!lpOrary 
Rleool:ds Recx>nls 
Sd:ledu.le t Sdledule I 

2818-'1'2 

0.lt off at close 
of fiscal year 
in mien quar­
ters are 

281~ 

.. 

https://Sd:ledu.le


IH)Pml'Y ~ AND :emJREHENI' - 2800 

Deecriptim of Rec:ords 
& NMAJd:> N\mtJer:' 

tim in:::l\des approved 
sdledlt.il:'4i\.of dechctims, assign­
ments to ~l?+•"'--, voucners I 

~itims property, ard 
ainent receim:,~;tfflil'Pnlt-.nries 
of quarters. 

a. Area Office files. OJt off at close 
of fiscal year 
in which new 
deductims are 
placed in ef­
fect. Destroy 
after 2 years. 

b. 'Jlqelr:'J files. OJt off at close 
fiscal year 

NARA JOB tlJMBER________ 

FilinJ 
Instructims 

Dispositim
Instructions 

Arrange as 
appi:q,rlate. 

in Wffll,gl tenant 
vacates 1"11.1:•--

ters. 
after 6 nart:hs. 

Permanent 'I'Ellporary 
Records .Recxn:ds 
Schedule t Sd1edulel 

2820a-T2 

2820b-'ro 

16 BIAM Release 1, 

https://sdledlt.il:'4i\.of


PIPPl!RI'.X ~ AND PROClJREMfNI' - 2800 

~ Tenporaty 
Desc:riptim of Reoords Filirg Disposition Reoonls Records 

& NARA Jct> Nuni:Jet' Instructims Insttuctims Schedule t Schedule t 

21. JUIIE!'rically 0lt off after 2821-TO 
AeqlE!St f0.rn& or WIX o.rders order WIX is per­
for build.mj maintenanoe. . formed or 

cancelled. 
Destroy 3 JS:l1ths 

22. BEX (XJflK)L WES- Dxunents Atxm'IJB as Destroy lhen 2822-'.ro 
:r:el.atirg to acxnmtability of 8RJlq>1late. Sl.p!I'aeded by 
keys issued. updated listi.n'J. 

NARA JOB tumm....______ 

\I 

16 BI.AM Release 1, 

https://2822-'.ro
https://build.mj


IIDPER!Y ~ AND m:x:1JRl!MEN1' - 2800 

Pe:rnanent Tenp:>rary 
Descriptim of Rec:x>.tds FilinJ Dispositim Rec:x>rds Records 

& NARA Jd:> NuntJer Instructions Inst:ruct.ions Sdledule t Schedule t 

23. HISltm RfX.'Yg§ :ooyr TAPE. 
'lbese nmhly magnetic tape 
files CD1tain both personal 
property ard finan:Je trans­
actions. Shows batch ard 
header, identificatim, erd-of­
file identificatim, Julian 
date, statim code a.rd message 
IUlber, batch :r:eooid OClllJ1t, 
batch llDllE!Y control total, 
document .tefererx,e IUlber, 
lcx:atim code, BIA app:rqn:ia­
ticn a.rd activity code. 

a. Printout/paper cx,pies used 
as :teOOid cx,pies. 

Arra:nJe as 
ann:qn:iate. 

Olt off wheJl 2823a-TO 
superseded, hold 
for 2 m:::inths 
after cutoff 
then desb:oy. 

... 

Destroy tape 
data 1 nart:h 
after art:off. 

16 BI.AM l?elease 1, 



HPPERl'X MAN1Q.MENI' AND m:xlJREMEN1' - 2800 

Permanent 'l'ell)orai:y 
Descriptim of Recxn:ds FilinJ Disposition Records RecxT..-ds 

& NARAJci>Nlmt:Jer Instructions Instructions Sdledulet Schedule t 

24. . Arrarqe dm:n>logi- Olt off at close 2824-'1'1 
of RJst Office forms cally. of fiscal year. 
receipts for registered am Destroy 1 year 
certified lll!lil., insured nail, aft.er rutoff. 
am special delivery receipts 
am fonns, .tepo1bl of loss, 
etc. 

NARAJOBNllmm 

25. mll1 SAMPLD«; l<UU<l' FIi.i§. Arrarqe dm:n>logi- Olt off at close 2825-Jl'J 
Perialic statistical .Ieports cally. of fiscal year. 
m the anomt. of postage used Destroy 3 years 
am weight/size of outgoinJ aft.er rutoff. 
nail. 

NARA JOB 

\I 

after update. 

.I'EU)Ids rel.a 
lll!lil.fnJ lists or cxxles. 

NARA JOB NUMBER 

16 BIAM Release 1, 



fflJffJ<IX l1NWiRftll' AND PRXlJREJEff - 2800 
(moa.JREMENr - 2850) 

Permanent 'l9lp>rary 
Deac:ripticn of Rscol:ds FilinJ Dispositim Recxn:ds Recxn:ds 

& NARAJd> tfl'ali:JeE' Instructims Instructims SChedule I SChedule I 

1. 0Jn- Armnge as 
s , app.topr:iate. 

in 
infor:nati 
services prov C-.1',,,..r-

wnlo.ts. 

2. PRXlJRIIBf1' Rl!GIS'JB. lb»­
ments maintained prinarily for 
.tepcn:tinJ p.u:poees whidl ctt1-
tain a listinJ of rume:r:a 
assigned to pn-dlase o:cdel.s 
an:1 cxa1li.acts. Infaneti.m 
also includes names of va-do1.s 
an:1 requisitim n.:mtJers as 
assigned in origina.tirg 
offices. M:rlntained by Area. 

taRA JOB NllH:R -----

Destroy when 
superseded or ID 
lager needed 
for refei:ax,e. 

2851-'l'O 

0Jt off at claae 
of fisc:al year• 
Destroy 6 years 
•fl•a'I" rut.off• 

2852-'1'6 

16 81M Release 1, 



:m>PERl'Y MANAGEMENI' AND POOCtJREMENI' - 2800 
(HmJREMENl'-2850) 

Descripticn of Recmds 
& NARAJ<i>Nlmi:>er 

3. . 0:llsist 
~252, used for 

small PUJ:'Cha~ which oomal.ly 
do rDt exceed $2 , . 'Ibis 
is a procurement wmicbo files 
am ilx:looe original • 
ticn, green ard pink oq,ies o 
pm::hase order, oq,ies of 
invoices, infOJ:11Btioo related 
to pm::hase negotiatia,, ard 
infOJ:11Btioo related to paynert: 
of invoices. 

NARA JOB NUMBER NA-75-89-1 

16 BIAM Release 1, 

Filin;J Dispositicn 
Instructicns Instructicns 

Arrarqe runerically. a.it off at close 
of fiscal year 
in which payment 
is made.Hold 3 
years or. lD1til 
volume warrants; 
:retire to FRC. 
Freeze reoozds; 
destroy 6 years 
after retirement 
aice freeze is 
lifted. 

Pemanent Tenp:>rary 
Recmds Records 
Schedule# Schedule# 

2853-TJF 

https://oomal.ly


ImPfRI'X MANAGEMENr AND moaJREMENI' - 2800 
(moaJREMENI' - 2850) 

Descriptim of Records 
& NARA Jct> NuntJer 

original 
for 

equipnent 
use, or 
ser.vioes. in 
this file do mt res~ the 
devel.OfiiSat of a ~:dli:IB4!'' 
order. 

16 BIAM Release 1, 

Filirq 
Instructia,s 

ArraR1e by fiscal 
year then by 
requisitim mdJer. 

Dispositim 
Instructia,s 

art: off at close 
of fiscal year. 
li>ld 2 years 
then destroy if 
no lcnJer needed 
for refererx,e. 

Pm:manent '1'e!lp)rary 
Recxn:ds Records 
Sdledule # Sdledul.e # 

2854..JJ:'2 



NARA JOB t«PI~-----

Arrarqe chrmologi­

SAFEl'Y - 2900 

Descriptim of Recxn:ds 
& NARA Jct, Nlmi:>er 

againstfire.ha2:b;~ 0-
sims am aa::i 
assure the adequacy 
measun!S taken to 
infOJ:11Btim am services 
sabotage or unautoorized 
entry. 

2. SAfE1'X AND HFAUQJ INSPfa'ICfi 
,R.tau<W. AecurrinJ reports on 
sanitary cxnlltims of 
facilities. 

IqX>It type arrl Destroy 
lccation. after cutoff. 

PeI1IBnent 
Recxn:ds 
SChedule t 

Tenporary 
Records 
SChedule t 

2901-TJ 

2902-TJ 

FilinJ 
Instructi.CllS 

Arrarqe as 
8RJl.qn: late. 

cally, then by 

Disposition 
Instructims 

art: off at close 
of fiscal year. 
Destroy 3 years 
after cutoff. 

off at close 
of f year. 

16 BIAM Release 1, 



SAFElY - 2900 

Pennanent Tellp)rary 
Desc:riptim of Ra:xnds Fil~ Disposition Records Recx>rds 

& NARA J<i> Nunt>er Instructions Instructions Schedule t Schedule t 

3. ft'IR1!CY PIANNn«; ~ FIUS. 
case files consist of 
~ q>erat.iRj plans 
ltbich provide for cxntiruity 
of aga.cy q,erations am other 
bac:kgrourd papers such as 
dlanjes to plan, ooordinatirq 
actions, am other documents. 
Aecxnd cqJ}' naintained by 
office respcmsible for pre­
paratim am issuance of plan. 

NARA JOB NUMBER,._______ 

ArrcmJe as art: off lltilE!l'l 2903.JI'S 
cgnoprlate. superseded or 

d:Jeolete. 
Destroy s years r r 
after 1ethe=- tuf-drl'--
~ 

16 BIJ\M Release 1, 



SAFE1Y - 2900 

PenlBnent Telp)ra:ry 
Description of Recoi:ds Filing Dispositia, Reoo:tds Ra:.m:ds 

& IUA Jd:> Nud>er Instructions InBtructions Schedule t Schedule I 

a. Omsolidata:l or CXlll,)te-­ ArranJe by file 
hensive J:eputbs reflecting type, theraafter 
agaey results of tests nmerically. 
cx:nl.a.ed urder me:tgel'Cj 
plans. Maintained in 
Omtral.Offioe. 

otber papen aa::,waJat..incJ k1a11ga • 

OJt off at close 
of fiscal year 
in llhlch test is 
CXlll,)leted. 

Destr:oy s years r r 2904a~ 
after :set.ire Cc.tt- or-1-
IWC 

Daatzq« 3 ~ 
fr:aa anenJe11CY q>eratirm apptopzlate. aft.er OJt:off. 

-..om-• such as instructions 
pal~dl:ian1t:s, staff 

tests of 
an:l facilities, 
of IepRts. 

NARA JOB tUIID,______ 
.. 

16 BIAM Release 1, 

C 

https://n!Sul.ts
https://cx:nl.a.ed


SAFE1'Y - 2900 

~ Tenporary 
Descriptia, of Recm.'ds Filing Dispositioo Records Recxn:ds 

& NARA Jct, M.mtler Inst:ructims Inst:ructioos Schedule t Schedule t 

f 
, in-

ArranJe al.p1abeti­
cally by enployee 
SlJ.I1la111e • 

ment dri Rame e 
drivirq , 
misuse of vatl.cl 
lated cm:i:espam 

OJt off at close 2905-TJ 
of fiscal year 
inmidtq:,er-­
ator is separa­
ted, transfer­
red, or~ 
recisia, of 
a:uthorizatia, to 
q,erateGavem­
nent whicle. 
Dest.toy 3 years 
after rut.off. 
Ifq,erator 
transfers within 
the Bun!BU, sen:! 
file to new duty 
statia,. 

16 BI.AM Release 1, 



SAFEI'Y - 2900 

Deacriptim of AeoonJ& FilinJ 
& NARAJd:> NlmtJer Instructims 

File by locatim 
then c.hraDlogi­
cally. 

2. SF 91, ~tor's n-.......+ 

of MXor Vehicle Acci 

3. SF 91A, lr'M!stigatia, 
Repent of ~ Vehicle 
Accident 

4. R:>lioe Repo?: ts 

NARA JOB tUmm,.______ 

Pennanent Tenp:>rary 
Disposition 
Instructims 

Recx>ms 
Schedule I 

Recx>ms 
Schedule I 

aJt off at close 
of fiscal year 
in wi.ch case is 
closed. Destroy 
6 years after 
cutoff. 

16 BIAM Release 1, 



SAFRIY - 2900 

Descriptim of Recxn:ds 
& NARA Jci> Ntmt>er 

Lilill4!ii?• case files oonsist of 
cop of documents regamin;J 
job-rel injuries to BIA 
atployees. ficial case file 
(recmd cq,y) persmal. in-
jw:y cases is • by 
Department of labor. 
copies naintained by Area 
safety Managers am used for 
<XlllllmicatinJ with Department 
Of labor regamin;J CUtpellSa­

tion of claims. IR::l\des in­
vestigative I~ls, medical 
examinatiC11S, din!ctly related 
<X>IIespoideuoe, am accident 
Iep:>rts such as: 

1. DI 134, Aa:ident/IR::ident 
Rlep:>It 

2. CA 1, Federal E}rployee 
Notice of TratDnatic Injmy 
am Claim for CU1pensation 

3. CA 2, Oocupatiaial Illness 
or Disease 

4. CA 16, Request for ~ 
ination am;or Treatment. 

NARA JOB NUMBER_________ 

FilinJ 
InstructiCl'IS 

ArrcmJe by enployee 
name. 

Pennanent 'I'elft'.X>rary 
Dispositim Records Reconis 
Instructims Sdledu.l.e t SChedul.e t 

art: off at close 2907..JI'J 
of fiscal year 
in wic:h injmy 
claim is settled 
am all action 
is curpleted. 
Foiward to Per­
sonnel Office 
for fili.rq m 
left side of 
Official Per-

sonnel Folder. ( ,,, 
~ J years
Iafter cutoff. 

I 

~ 

.. 

16 BIAM Release 1, 



SAFEI'Y - 2900 

~ Tenporary 
De.scripticr, of RecxJrds FilinJ Oispositim Recmds Records 

& NARA Jct:, Nunt,er Jnstructia,s Jnstructia,s Schedule I Schedule I 

Arrarqe alpmbeti­
cally. 

art: off at close 
of fiscal year 
in 'Which case is 

2908-PJ 

1\/lrHDftAWff 
a. DX~a(lt:s SUAX>J:tin;J the settled. tk>ld 3 

1.ssuarital'qf SF-46, Motor years; retire t.o 
Vehicle 1 ficaticn FRC. Offer t.o 
Ollds t.o Drplav1,es NARA 20 years 

after retire­
b. &lplayee claiJtlg ment. 

t.o the office of 
Qmper.saticr, (OWC): 

c. case files with supportinJ 
dcx:uments pertainirg t.o 
Tort Clailrs filed by an 
irdividual against the 
U.S. Gavennent; 

d. Aecxn:ds <DD!ffling 
in:lividuals 'Which have 
arisen as a result of that 
irdividuals misuse or 
damage t.o Gavennent-owned 
or Govemment-leased not.or 
vehicles, other equipnent, 
facilities am salary 
averpaynert:s 'as a result 
of misuse of leave re­
latinJ to owc claims 
deetm invalid. 

NARA JOB NUMBER...______ 

16 BI.AM Release 1, 



~-3200 

Permanent Tenporary 
Descrlptim of Rea:m:Js Filin:J Disp::,sitiat Records Rea:m:Js 

& NARA Jd:> Huntler Instructia,s I.nstructia,s Schedule t Schedule t 

1. AQOPl[fPPWI' fIIffi- Omsist 
of documents associated with 
g:roJpS cg>lyin:J for Federal 
recx,gtdtim as an In:lian 
Tribe. Files cart:ain the 
letter of petitim, respcmses 
to criteria for service 
eligibility (25 aR 83.7a-g) , 
fin:lin}B for/against acknaw­
lalganetlt of the group an:1 
final det.enninatim Il!!pOlls. 
Reoor.d CCV., nainta.i.ral at 
oentral Office. 

NARA JOB NCJII.I~-----

ArranJe alpabeti­
cally by tribe. 

OJt off at close 3201-Pl.O 
of fiscal year 
in which case is 
closed. Hold 10 
years: r:etire to 
FRC. Offer to 
NARA 20 years L rY"' 
after.mti:m- C<A,cJr-r 
B!llltl. 

16 BI.AM Release 1, 

https://alplabeti�a.rt
https://Sdledul.el
https://Reu.n.ds


~ - 3200 

Permanent 'le1p>rary 
Descripticn of RecxJJ:ds FilinJ Dispositicn Recx>rds Records 

&NI\RAJd:)NuntJet:- Inst:ructims Inst:ructims SChedulet SChedule I 

2. INDIAN JtJIQD1' NQ3 CIAOO 
CASE fTiffl. Informaticn 
consists of tribal claim 
against the u .s. filed p.ir­
suant to the In:lian Claim 
0:mnissicn Act. OX:JUments 
incltde the effective 
secretarial plan, legislatim 
authorizing distribJticn of 
fmds, socioecxn.11.ic 1.ep:nts 
Cll tribes involved, tribal 
resolutiais/omstitutiais, 
Area Office rectiiiilll:!U:latiais, 
results of BIA research Ieport 
whidl identifies who will 
share in the awan:l an:I 
transcript of hearinJ recmd. 
Record cx:py maintained by 
O:!ntJ:al Office. 

NARA JOB NUMBER._______ 

Arrarqe al.plabeti.­
cally by tribe. 

OJt:. off when 3202-P7 
case is closed. 
Hold 7 years or 
\D'ltil volume 
warrants: retire 
to FRC. Offer 
to NARA 20 years -r 
after R!tire &tf--crft-­
llE!fll!, 

16 BIAM Release 1, 

https://authoriz:i.rq
https://socioecxn.11.ic


EMPIPYMENr ASSISTANCE -- 3300 

Pennanent Tenp:>rary 
Descriptia, of Records FilinJ Disposition Records Records 

& NARA Joo Nuni:>er InstJ:uctia,s Instr:uctions Sdledul.e # Sdledul.e # 

1. EMPlQXMENI' ASSISTANCE CASE 
~- case files am related 
imexes for in:lividuals who 
are given assistaooe in 
CCI1.ecli.a, with direct 
euployment sezvioes or adult 
vocatiaial train.in;J. 'Ibey 
iooltde cg,licatiais for 
assistarx,e; departure am 
arrival schedules; recxn::tJs 
cJocument.in;J fi.nan::ial 
assistarx,e; train.in;J plans, 
d:rjectives, am oourses 
p.irsued; cnmsel.in} am 
guidaooe sezvioes received 
(wch irx:ll.des CXJJ111mity 
livin}, orientatiai, lDlsin}, 
etc. ) , euployment referral, 
plaoe111ert records, am reports 
a, pi:ogr~. Maintained by 
office pravidin;J assistaooe. 
SUbject to the Privacy Act 
(BIA-23l. 

a. Eligible ~licants I
reoeivin;J sei:vioes. ! 

det:ennined not needa:l. 

NARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 

ArraR:J8d by case 
n.mt>er; imexed 
alplabetically by 
SUI1lalDE!. 

a.rt: off at close 
of fiscal year 
inwch 
~licant is 
det:ennined 
ineligible to 
receive sei:vioes 
or when eligible 
~licant case 
is cx:npleted. 

Hold 5 years or 
mrtil volume 
warrants; retire 
to FRC. Freeze 
records; offer 
to NARA 20 years 
afteri!'et~ 
'lfteltt.. ~c..{ 

then destroy on 
site. 

3301a-P5F 

https://cnmsel.in


EMPI.QYMFm' ASSISTANCE - 3300 

Pemanent Tenporacy 
Descriptim of Records Filirg Dispositim Records Records 

& NARA Joo NUni:>er Instructims Instructia,s Sdledule# Sdlerlule # 

2. l!MPWMffi' &§IS'mNCE 1<ta:U(15. 
original c:q>ies of special or 
periodic narrative am 
statistical zepozts soowin;J 
p:cogzam plans, a:rjectives, 
activities, am p:cogzess. 
Reool:d cx:py retained by area 
office. 

Arrarqe dlrcn>logi­
cally by :reportin:J 
period am locatim. 

art: off at close 3302-PJ 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 
to FRC. Offer 

~~""+ oF~ 
llelat:. 

NARA JOB NUMBER Nl-75-89-1 

3. q;rmr REX;IS"l'ffi IQG. Logs 
used to assign case nmiJers to 
clients, usually DBintained by 
fiscal year. 

.ArraRJ8 as 
awi:cpziate. 

art: off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 

3303-'1'3 

NARA JOB NUMBER Nl-75-89-1 to FRC. Destroy I - t:(-120 years after t,14T"" or -
~herra it. 

4. N:EK CRER REX;IS'l'm IDG. 1'lgs 
used to assign -work order 
nmh:n:s m client payments, 
DBintained by fiscal year. 

.ArraRJ8 as 
~riate. 

art: off at close 
of fiscal year. 
Hold 3 years or 
mttil volume 
warrants: retire 

3304-'1'3 

NARA JOB NUMBER Nl-75-89-1 to FRC. Destroy ,1... ~ 
20 years after l'-" o 
1:et:ka1a1t. 

16 BI.AM Release 1, 



lnJSIJ«; - 3400 

Pernenent Tetp:>rary 
Descr.iptia, of Recxm:1s Filirg Disposition Reoonts Records 

& NARA Jab NlmtJer lnstnJctia,s Inst:J:uctims SChedule f Schedule f 

1. llltE IMfBJYDPI' OWW, (lilP) Arrarqe by case rut off at close 3401-PS 
Am..Iaufl' ~ fTTES. Consist runt>er, imexed of fiscal year 
of: alpiabetically by ~ case is 
- tribal enrollment infm­ surname. ocmpleted. 11:>ld 

mtim, 5 years or \Dltil 
- cxnlitia, of existirg haJS- volume warrants: 

i.rg, retil:e to FRC. 
- family size an:I 011,il.Elitim, Offer to NARA 20 l ,....,.... 
- incxllle, years after Aa=. CM-ror-t­
- inability of awlicant to t:kasaIt.. 

secure haJSirg fran other 
sow:oes, an:I 

- evidelx,e that awlicant has 
r'Dt received lllP assist:arD! 
after July 1, 1975. 

SUbject to the Privacy Act 
(BIA-10). 

NARA JOB Nllmm,....______ 

' 0lt off K gla1& 34Ql-P'J 
of fiscal year. 
Hold 3 years or 

U!p.Jl ls a, the 
p:ugzam. 1he original of 
OCl"ISOlidated reports resultirg 
ftan area an:I agerrj feeder 

\Dltil volume 

reports. Reoonts cq,y 
neintained by Central Office. 

warrants: zetire 
to FRC. Offer 
to NARA 20 years 

\..c:z:-....S~\..ire-

NARA JOB NUMBER,....______ 

16 BI.AM Release 1, 

. Periodic 
narra ,vs:i,__r1 statistical 

cally, t:heremrler by 
locatiai. 



lAW ENFURCEMENr - 3500 

Descriptim of AecoI:ds 
& NARA Jd:> NUnt>er 

. 
tepoz ts prepared by law 

~-!!llt officers involvinJ 
cases III.IZder, suicide, 
am liquor v ticns. In-
clldes witness staitall!!J'11:s 
statutes involved, p 
nature of offense, evi 
seized, piatograpls, am f 
diS(XlSitim iepozt. Jamd 
c:q:,y retained in law enforce­
ment office havinJ juris­
dictim ani :respmsibility for 
investigatim. SUbiect to the 
Privacy >.ct {BIA-18l. 

NARA JOB NCIH!R,....______ 

2. 1filBN, lM AND <RD REXXK§. 
Rax>zds of Tribal I.aw am 
Older codes, ordi.rlarx,es, am 
resolutims requirinJ 8AJI'tMll 
anj/or review by the aireau. 
Reoonl c:q:,y retained by Area. 

NARA JOB Nllfflm,....______ 

FilinJ 
Instructicns 

Arrarge by case 
ramt>er. 

Arrarge as 
awzqniate. 

Dispositim 
Instructicns 

ClJt off at close 
of fiscal year 
of case closinJ. 
li>ld 5 years or 
\D'ltil volune 
warrants: retire 
to FRC. Offer 
to NARA 20 years 
after retire­
ment. 

ClJt off at cl 
01'> fiscal year. 
Hold 3 years or 
\Dltil volume 
warrants: retire 
to FRC. Offer 
to NARA 20 years 
after retire­
ment. 

Pennanent Tel1p:>rary 
Records Records 
Schedule t Schedule t 

3501-PS 

16 BI.AM Release 1, 



ity 

I.AW EfflURCEMf.NI' - 3500 

Pennanent Telrporal:y 
Descriptim of Reootds Fili.nJ Di.spositim Records Records 

& NARA Joo NuniJer Instructims Instructia,s Sdledul.e t Sdledulef 

Arrarqe as 
- ciRJiq,tlate. 

Vi ~........,•- papetB. 

a. Files ml.tn:JLJU'-1:0 CUt off at close JSOJa-PJ 
security violati of of fisc:al. year 
sufficiently serious in ...trl.dl final 
nature to be classed as actiai is made. 
felarles. Hold J years or 

until volume 
warrants. Offer 
to NARA 20 years 
retitaoe!Iat. 

b. other files n!lati.nJ to off at close 350Jb-'1'2 
alleged security off year
violatims. in "1idl 

cxn:tective or 
disciplinary .. 
actlia, is 
taken. Destroy 
2 years after 
cutoff. 

16 BIAM Release 1, 

https://n!lati.nJ
https://EfflURCEMf.NI


until volume 
warrants; retire 
to FRC. Offer 
to NARA 20 years 
after retire­
ment. 

IAW EmURCEMENI' - 3500 

"ADl~ipt·im of Records 

-- Jd:> Nunt>er 

4. . Irci.tlie 
periodic sta • am other 
zeports by Area Offi to 
C81tral. Office cxrltalLn.U~~ 
infonnatim as rurt>er of 
In:lian CDJrt civil am 
criminal cases; l1lJl'li:>er am 
type of offenses, l1lJl'li:>er 
arrested, caJVicted., am 
penalties .i.nposed. Record 
cq;,y retained by Area. 

NARA JOB NUMBm Nl-75-89-1 

Filin} Dispositim 
Inst:J:uctia,s Instructiais 

.Arrarqe as Cllt off at close 
awzqn:iate. of fiscal year. 

lk>ld 5 years or 

Peznenent 'l'E!rp)rary 
Records Records 
Sdledul.e # Sdledule# 

3504-PS 

16 BIAM Release 1, 



JAW ~ - 3500 

Pennanent Tellp:>rary 
Descriptim of Reoolds Filin;J Disposition Records Records 

& NARAJc:i>Nlmt:Jer Instructims Instructions Sdledul.e t Sdledule # 

5. INDIAN IULICE M;XE4Y S'1UIEf1' 
CASI UU§. Files ocmain 
infanetim m sb.dents 
an,lyi.n;J for admissim into 
the 8aldaay am .ircltde an:,li­
catiais, certificates of can­
pletim, SF-78, transcript am 
other related documents. 

a. Paper cq,ies of file 
neintained as reooid ocpy. 

Arrarqe alpmbeti­
cally. 

b. Microfiche or other auto­
neted/madtlne readable 
<X:4>ies. 

Arrarqe as 
8A)Iopriate. 

NARA JOB NlJmm. ------

6. INS'l1lgm 'lWuNill; 
MTQW\lS. Incltde item such 
as lecture notes, rut.lines, 
ani other related neterials 

Arrarqe as 
awropriate. 

used by police academy instruc-
tors for traininJ p.u:poses. 

NARA JOB NUMBm ______ 

a.rt: off when 
in:lividual 
leaves the 
police systan. 

Hold 3 years or 3505a-PJ 
until volume 
warrants; retire 
to FRC. Offer 
to NARA 20 years I CC­
after zetire Cu~T 
aaat, 

Destroy as 3505b-TO 
infonetim is 
superseded or oo 
laqerneerled 
for referen:,e. .. 

a.rt: off at erd 3506-PJ 
of fiscal year. 
Hold 3 years or 
tmtil volume 
warrants; retire 
to FRC. Offer 
to NARA 20 ~ J ~F 
after -1.et.ixa= C.c.t"t"'a r 
111!1 rt .... 

16 BIAM Release 1, 



INf~-3500 

PerrrBnent 'latp)rary 
Descript:.im of Aecx>i:ds Filing Oisp:,sitim Aecmds Aecmds 

& NARA Jd> NuntJer Instructions Instructions SChedule I SChedUle I 

7. aASS uuc fXJffi. 0:nlists of ArranJe as OJt off at en:l 3507-PS 
docuaert:s stxh as class 
roster, np,rts m disciplin­

ann:opr:iate. of course. lk>ld 
5 years or \D1til 

ary actions, sepamtim, VOlUIII! warrants: 
awar:ds, en:l of class i:epot ts, retire to PRC. 
class px,tos, daily activity Offer to NARA 2~ re 
:repo,ts, medioal/injm:y years after c.. t.t'f-d'l""1-
np:n:ts, ard other related Eeettall!!.11t. 
doc:unents m classes at the 
Inlian lblioe Academy. 

NARA JOB NlMBm ______ 

8. AIJIINIS'lRATIV INVESTIGATiatS. Arrarqe alr;tlabeti­ OJt off at en:l 3508-P3 
Documents stxh as disciplina.ty cally. of fiscal year 
act.ions, i.nvestigations era vio­ in 'Which investi­
lations of academy rules/regu­ gatim is oaiple­
lations ard other related doru­ ted. lk>ld 3 
ments pertain.i.n;J to sbdents 
of the Imian lblioe Academy. 

yaars or until 
volUIII! warrants: 
retire to FRC. 

NARA JOB NlHlffl ______ Offer to NARA 201 ~cl'\ 
years after ~ ""~ r 

«A!t!H&ti!I It. 

16 BIAM Release 1, 

https://Descript:.im


QJt off at close 
of fiscal year 
when case 

SOCIAL SERVICES - 3600 

Deacriptia, of ReooJ:ds 
& NARAJd> NllltJe:r' 

1. 
Ircbde family pro-
files, client/ocilb!Nat....._11~ts, 
bD)et fOI11B, certificate closes. Hold 5 
Indian blood, acl:hess ani years: retire to 
asan-anoe of residence al or FRC. Destroy 30 
near a reeervatial, CXJJ.:.:es­ years after 
pcn:ielD! rega.nlin;J eligibility 
for assistance am type of 
assistance given. Maintained 
by ageucy office. Sq1zject to 
Privacy M (BIA-8>. 

NARA JOB NtlmER,.._______ 

2. YUJ.ll.Jml~9LI~Lnu.G.i• 
CCJ1u:a•"H1..m:l)licatial 

for ser:vioes, acx,et,lsaQC:::re or 
rejectim of applicati , 
notice to applicant, oerti­
f icate of Imian Blood, ad­
dress or assuran:::e of resi­
dence al or near a reserva­
tial, case plans, court onier 
am narrative entries of cx:,n­
tacts with client. ReooJ:d 
a,py neintained at agency. 
sutzject to the Privacy Act 
(BIA-a>. 
NARA JOB NUMBm,.._______ 

Filin:J Dispositim 
InstructicnJ I.rstructicnJ 

AlTanJe by case QJt off at close 
nmt>er or alplabeti­ of fiscal year 
cally by name. when case 

~ Te!lpJrary 
Recxm:is Recxm:is 
Schedule# Schedule t 

3601-TS 

Ar:rarqe by case 
nndJer or alpiat,eti­
cally by name. 

---.-'lt•r,,'ff. 

closes. Hold 5 
years: retin! to 
FllC. Destroy 30 
years after 
cutoff. 

16 BI.AM Release 1, 



SOCIAL SERVICES - 3600 

Pennanent 'l'e!lporary 
Descriptim of Reootds Filin} Di.spositiai Reoords Reoords 

& NARAJcbNunt>er InstnK:tJ.a,s Instructions Sdledule t Sdlechae t 

J. INDIAN gmn NX>PJ'lCJf REXmm• Arrarge alpiabeti­ a.rt: off at close 3603-PS 
File incltdes: cally. of fiscal year 

in wi.ch 
- Final adoptim deCl:ee; decisim m 
- Name am tribal affiliatim adq,tim is 

of child; DIiiie. Hold 5 
- Names am acihess of biolo­ years or until 

gical parents; Wl\1118 warrants: 
- Identity of any agacy retire to FRC. 

havinJ files or infornatim Offer to NARA 20f- r-p
relatm;J to adt adq,tive years after ~" or­
plaoere1t; am tcl l &LL~. 

- Any affidavits relatin} to 
theadq,tim. 

AeoOl.d ~ neintained by 
Central Office. 

NARA JOB N{JIIBEJL_____ 

.. 

16 BI.AM Release 1, 

https://alpiabeti�a.rt


SOCIAL SERVIce3 - 3600 

Permanent Tellp)rary 
Descriptia, of Recxncb FiliD} Dispositia, Reoords Records 

& NARA Jci> Nunt>er Instruct.ia,s Instructia,s Scnedule I Schedule I 

4. OOCIAI, smvICE i<QU®. Re­
~ periodic or special 
1epo1ts a, activities 'ffl.ich 
reflect case load t.tads ard 

Arrarge chrcn>logi­
cally. 

OJt off at close 
of fiscal year. 
Hold 3 years or 
\Dltil volume 

3604-PJ 

track expeniltures. Files 
irci.\Xle narrative ard sta­
tistical 1epo1ts. Recxnd oq:,y 
naintained by O:!i1t.tal Office. 

warrants: retire 
to me. Offer 
to NARA 20 years f- .r r 
after~ C,<t art-
&sil. 

NARA JOB •"'--''UlEI"------

s. SQMfffi Cffl,Y (tQt-CASH 
M»IS'INP> mm~ Dxunents 
incl\Xle family profile, 
client~ lepol~, 
treatment/seivice plans, 
001'.lespc:.t dence regardin:J 
eligibility for assistance am 
type of assistance given. 
Recm.d oq:,y neintained at 
agency. 

Arrarge by case 
l"l.ldler. 

OJt off at close 
of fiscal year. 
Destroy 5 years 
after cutoff. 

.. 

360SJl'S 

NARA JOB NUMBER'------- .. 

16 BD\M Release 1, 



ire-

.. 

'!RIMI, 00VERNMENr - 3700 

Pennanent Telp:>rary 
Descriptim of Recxn:ds FilinJ Dispositioo Recx>rds Records 

& NARA Jci> Numer Instructions Instructions Schedule I Schedule I 

2. 1RPNc <X.ftWATI QJNffliB? AND 
CXl§'lTlUf,I<I§. Ircl.\de tribal 
001po1ate dlarter, <Xn!ltitu­
tia,s, mnmldlneuts, electioo 
piooedllI'l!S, votinJ resul.ts, 
petitim for .iJ11C01:poratim am 
related 0011espcrdeuce. 
RemnJ aw maintained at 
O:!ntral Office. 

Arrarqe chrcn>logi­
cally than al.pla­
betically by tribe. 

0Jt off at eni 
of fiscal year. 
fbld 3 years or 
lD1til voltne 
warrants; rethe 
to :me. Offer 
to NARA 20 years 
after ratiie­
ment. 

rut off at close 
of fiscal year. 
fbld 5 years or 
lD1til volQIIB 
warrants; rethe 
to me. Offer 

"?-.N,A.NA 20 years 

3701-PJ 

3702-PS 

16 BI.AM Release 1, 

https://resul.ts


'11URM, OOVERNMENl' - 3700 

Descriptia, of Recxn:ds 
& NARA Jci> Nl1nt>er 

3. 
icial 

recm:d ~ of tr Hold 3 years or 
meetings, ordinances, am mrt:il volune 
resolutia,s: .irclmin;J <XU1Cil warrants: retire 
maib::.i.'Sh.lp ard related FRC. Offer___T",,. 

0011eepcuden:,e. Recxn:d ~ toNAR~~!larB 
naintained by ltqercy. after reth:e­

ment. 
NARA JOB NllH!R,.______ 

Filin} 
Instructims 

ArranJe dlrcn>logi­
cally. 

Dispositioo 
Instructims 

ait off at close 
of fiscal year. 

Pen1enent Tenp>rary 
Records Records 
Sdledul.e I Sdledul.e I 

3703-PJ 

4. '1RIIW.: MfMRffiSffIP JPil§- List 
of tribal IIIE!ldJers showin;r 
name, reseivatia,, agen.:y, 
sex, degree of blood, resi­
dence, allobtei1t status, am 
ge1aeral. dockets for tribal 
citizenship courts. Also 
ircltde birth, nerriage ard 
death recm:ds. SUbject to the 
Privacy Act (BIA-7). 

NARA JOB tumm,________ 

Arrarqe alpiabeli­
cally. 

OJt off at close 3704-PS 
of fiscal year. 
Hold 5 years or 
mrt:il volume 
warrants: retire 
to FRC. Offer 
to NARA 20 years off' 
after Eel!A c<.A!--

..~-.. 
.. 

16 BIAM Release 1, 

https://maib::.i.'Sh.lp


'11UBM, OOVERNMENl' - 3700 

Deecriptia, of Recxmls 
& NARA Joo Nunt>er 

5. 
ltttlc:h 
t\uds in the U.s. Thestu:y, 
givinJ descriptions of the 
transactions, inclm.in} 
debits, credits, and on1art. 
balances. 

NARA JOB~~-----

NARA JOB tumm.,_______ 

16 BIAM Release 1, 

FilinJ 
Instructions 

Arrarqe alpmbeti­
cally by tribe. 

cally by tribe 
thereurder c:hrcno-
1ogically. 

Disposition 
Instructions 

OJt off at close 
of fiscal year. 
Hold 3 years or 
until volume 
warrants: retire 

30 
retin!ment, 
freeze is 
lifted. 

of fiscal year. 
Hold 3 years or 
until voltne 
warrants: retire 
to me. Offer 
to NARA 20 years 
after retire­
ment. 

Pernenent 'l'et'porary 
Recx>J:ds Recx>J:ds 
Schedule t Schedule t 

3705-T'JF 

https://inclm.in


'11UBM, OOVERNMENI' - 3700 

Permanent Tenporary 
Descriptim of Records FiliD} Disposition Records Records 

& NARA Jct> Nuni:Jer Instructia,s Instructions Schedule t Schedule t 

Arrange by area or~o\~~~_a1:snghttJr1,~!-~~~m•attorneys thereunier by 
for ges.eral ocl1t.ract nmt,er. 

s. 

Recxmi oq,y maintained at 
1qercy. SUbject to the 
Privacy Act CBIA-9l. 

NARA JOB Nllmm,..______ 

16 BIAM Release 1, 

a.rt off at close 
of fiscal year 
of CUltract ex­
piratim. Hold 
3 years or until 
volume warrants: 
retire to me. 
Offer to NARA 20 
years after 
rethanent. 

Cllt. off at close 
of fiscal year 
of case closiD}. 

ld 5 years or 
....,,__ volume 

to me. 
to NARA 20 vD!..,. 

after retire­
ment. 

"' 

3707-PJ 

3708-PS 

iJci PJillOBeS 

padaiCe. 

11WERS LJCP§E rnw~ ame 
files m inliviclJal. trader:& 
il'ci\dinJ 8R)licatiais, l:xnl 
form, oq,ies of licenses, am 
related CX,l lespc:rdel 110e. 



3709b-'l'O 

3709c-'1'4 

.. 

'IJUIW, OOVFRl4ENl' - 3700 

Permanent Tenp)rary 
Deecriptia, of Records Fili.nJ Dispositia, Records Records 

& NARA Jd> NudJer InstJ:uctia,s Instructia,s Sdledule # Schedule t 

• or.ta.ins recxnds of an­
omit:.rv vital infonatiai, eli­

iteria for Alaska 
natives, CXMll"B 8A)].icants 
W10: reside ask.a & claim 
residen:,e: reside Alaska & 
claim out-of-st.ate nll~l'D! 
reside outside Alaska & cso.:ua 
residen:,e: & reside outside 
Alaska' claim out-of-Alaska 

to 

residen:,e. Maintained to al­
low qmti.nJ of in:livicbll. rec­
ords with data such as 8R)MJ 
decisiais, charqes in resi­
deo:,e, charqes as a result of OJt off at eni 
administrative finlin)B, , of enrollment 
produce <mtificates of Iniian period. lbld 5 
Blood. SUbject to the Privacy . or until 
t,ct BIA-7. 

retire 
vol.:---..W.c1r1::anl:s 

a. Printout/paper oq,ies of Arrarqe al(ilabeti- O~er to 20 3709a-P5 
Master file used as cally. ~ii_a~ C-4A-\=reoonl oq,ies. 

b. Magnetic tape data. Arrarqe as Dispose after 
8A)Iopriate. third update 

cycle. 

c. ReCXJvery tape used to show Arrarqe as OJt off after 
each transactiai. aw:rq>riate. each transactim 

Ie;troy tape 
NARA JOB Nt.Jmm'------- data 4 yrs. 

after cutoff. 

16 BIAM Release 1, 



Sltrject to 

'11UBAL OOVE'RNMENI' 3700 

Permanent Terlp>rary 
Records Reoords 
Sdledul.e t Sdledul.e t 

3710a-P5 

WITHtlllAwtl 

3710b-TO 

Wllt!DMWN 

371~4 

Desc:riptia, of Recol:ds 
& NARA Jd:> N\JntJer 

. 
pertaininJ to each 

ibal JDE!lhlr residmj 
a, the ·o resenatim. 
0:Jntains tr enrollment 
infontetia, SDCIWHICI tribe, in­
dividual am family ~----ifi­
catia, nmt>er; relatiai 
family head; type of :roll; 
area, agalC}', state, am res­
ei:vatim code; resident sta­
tus; parent am tribe identi­
fication nmt>er: sex code; 
date of birth am death: 
Inlian status code; blood 
deg1ee: am name. 
the Privacy Act CBIA-7). 

a. Print:.aJt:/paper ~ies of 
Master file. 

b. Magnetic tape nester file 
data. 

c. Reccvery tape med to shcM 
each t.rars!ction. 

NARA JOB NUMBER,________ 

Filin;r 
Insb:uctims 

Arrarqe alpiabeti­
cally. 

Arrarqe as 
an,1op1iate. 

Arrarqe as 
awrq,riate. 

Dispositicn 
Instructioos 

0Jt off at eni 
of enrollment 
period. Hold 5 
years or until 
volume warrants; 
.L~,.L.L'"'- to FRC. 

1a1r--,,r.--. NARA 20 

Dispose of after 
third update 
cycle. 

0Jt off after 
each trans­
action. Des­
troy tape data 4 
years after cut­
off. 

16 BIAM Release 1, 



3711cJl'l. 

'.fflWN: ~ - 3700 

Pennanent Tenporai:y 
Deacriptia, of Recoros Fil.inJ Dispositia, Reool:ds Reool:ds 

& NARA Jci> Nunt>er Instructia,s Instructia,s SChedule I Sdledule t 

• Shows 
ia, oode; 
, am iden­

tificati IIUlll~· svtni,._1111; 

date 
sent; tribe 
of birth ard 

, 

Offer to NARA 20 
years after 
retirement. 

of ...-~ 
off' IUJ;'~... 

OJt off at em 
name ard roll of enrollnl!nt 
oode; tribal period. ll>ld 5 
dates of an,ea1 actirm; am years or until 
type ard date of decisim. voiume warrants; 

:retiJ:9 to FRC. 
a. Printout/paper cq,ies of 37lla-P5 

final payments used as 
recxud cq,ies. w1111Di'..',0 1t 

b. Magnetic tape data Arrarqe as 37llb-TJ 
produced for final &ppiqalate. 
payments. 

mmlt. Hol 
years or \D1ti 
volume warrants; 
retire to FRC. 
Destroy 20 years 
after retire­
ment. 

c. Regimal. Disb.trsi.rg Office Arrarqe as Destroy 1 year 
tape. awrq,riate. after dlecks are 

issued. 
NARA JOB NtM3ER,,_______ 

16 BI.AM Release 1, 

https://Disb.trsi.rg


Descriptim of Reooi:ds Filirg Disposition 
& NARA Jci> Nunt>er Il'l!ltructi<DI Instructions 

Arran:Je as 
es allow tribes to 8R)lqll iate. 

:rolls, per 
capita to cttain 
special st.a OI11B-
tim such as , 
neililq lists, ac,i:t--c;~egc,r.ies, 
family sizes, etc. 
tains enrollment Won~Lal 
ehowilq tr:lbal., inlividual, 
ani family identificatim 
ramt>er: area, agaq, state, 
ani resezvatim code: iesident 
status, allobient nmh!r, par­
ent ard tribe identificatim rut off at eni 
n.mtJers: sex code: date of of enrollment 
birth ard death: resolutim period. ll>ld 5 
data: IR:lian status code: years or lD1til 
blood degu,e; 11eiden name: arrl ume warrants: 
family histor:y. ret to FRC. 

Offer 1.-AJ'.IVV'~ 20 
a. Print:rut/paper c:q,ies used years 

as :reoor:d OC4JY. ret:i.:te1e1 at. 

b. Magnetic tape of Master Dispose of after 
file. thiro. update 

cycle. 

c. Aegicnll Disblrsilq Office Destroy 1 year 
tape used to produce after dlecks are 
dlecks. issllled 

NARA JOB NUMBER,.._______ 

'IRIBM., OOVERNMENl' - 3700 

Penwanent. Ten1)0rary 
Records Records 
SChedul.e t Schedule# 

3712a-P5 

3712b-'l'O 

3712c-1l'l. 

16 BIAM Release 1, 



'11UBM, OOVERNMENI' - 3700 

Permanent 'l'Ellp>rary 
Descriptioo of Recxn:ds Filirg Dispositim Reool:ds Recxn:ds 

& NARAJci>Nuni:>ez' Instructioos Instructioos Schedule# Schedule# 

ArrmY:Je alpiabeti- a.It. off at close 3713-Pl.0 
cally. of fiscal year 

in tmich final 
per capita 

bers . In- payment is 
cl\Xles - made. Hold 10 
ments, di stm- years or until 
in::lmirg lEdjer volume warrants: 
portirg vouchers, retire to me. 
schedules, charges of alb. Offer to NARA 20 
returned IXJtioes,IDBil when years after 
ackh'essee has DDVed, arn all retil:anent. 
related oorrespcnierx:,. 
Irclu:le materials related to 
stq> payments of checks issued 
arn cancelled checks, as 
awzq,ziate. 

dis-
to mem-

NARA JOB NlJt1BER Nl-75-89-1 

14. INDIAN CXXJRl' REXXJRt6. Records ArrmY:Je alplabeti- a.It. off at cl 3714-PJ 
of oourts of In:lian offenses, cally. of fiscal year 
urder 25 CFR 11. (Records of of case clos-
tribal oourts belon;J to the irg. Hold 3 
tribe am are IXJt covered by years or until 
this schedule. ) volume warrants: 

retire to me. 
Offer to NARA 20 
years after 
rethenent. 

16 BIAM Release 1, 

https://alplabeti-a.It
https://alpiabeti-a.It


mIML OOVERNMENr - 3100 

1'mnanent 'lalp>rary 
Descriptim of Recx:n:'ds Filing Dispositioo Rec:or:ds Recx>rds 

& NARAJd>Nlln'tJeI' Instnx:tims Instructicrs Schedule t Schedule t 

1s. QR)U.MQfl' APPFAIS. Dxunents Arrarge alplabeti­ ait off at close 3715-PS 
relatinJ to an inilvidual's cally by tribe then of fisa!ll year 
appeal of a decisim reganling by last name. in which deci-
denial of em:ollnEnt ard sim a, an,eel 
related docunents. sutzject to is llllde. 11:>ld 5 
the Privacy M (BIA-7) • yaars or until 

volume wrmnts: 
NARA JOB IUHJt ______ J:llt:.h:e to FR:. 

Offer to NARA 2Q _~r­
yaars after cwt-arr 
wti1• It. 

16. eu:g:, CllANJUI APPFAIS. nx:u­ Arrarge alp1abet.i­ ait off at close 3716-PS, 
ments relatirq to an in:lividu­ cally by tribe then of fisa!ll year 
al 's an,eal of a decisim by last name. in which deci-
regardinJ blood quantm ard sim m 8AJM1 
related cb::unents. sutrlect to is llllde. 11:>ld 5 
the Privacy M CBIA-71 . years or until 

volume warrants: 
NARA JOB tUmm ______ retire to FR:. 

Offer to NARA 24.._ fY" 
years after c G\1 orr 
wti&aw1&.. 

16 DIAM Release 1, 



'lRIML OOVmNMENr - 3700 

Pennanent 'let'l)Orary 
Descriptia, of Records Filin) Dispositia, Recxn:ds Records 

& NARA Joo Nuniler Instructims Instructims Schedule t ~ule t 

11. JUIQBf1' (Pm Q\Pl'ml APPFAIS­
Docuaents relatirg to an 
irdividual's 8R)ea.1 of a 
declaim nqardm} a per 
capita distributim am 
related doa.nents. &Jbiect to 
the Privacy ,Act (BIA-7l . 

NARA JOB~------

1s. uam cmmwg; am; mm. 
Dxunents relatirg to liquor 
ordinaooes passed by tribal 
goveminJ bodies. 

NARA JOB tumm ______ 

Arrarqe 
alpiabetically by 
tribe then by last 
name. 

Arrarqe alpmbeti­
cally. 

a.rt: off at close 
of fiscal year 
in 'llttlidl 
decisim a, 
arpeal is made. 
11:>ld 5 years or 
until volume 
warrants: retire 
to PRC. Offer 
to NARA 2Q ~ 
after c...~ c)t"" t-
-t:el:brimast.. 

<lit off~ 
Sl.p!Ieeded. 
11:>ld 5 years or 
until vol\&! 
warrants: retire 
to PRC. Offer 
to NARA 2p ~ 
after Cut-of-1- , 

•1.alahE11&1t:. 

3717-PS 

3718-PS 

16 DIAM Release 1, 



mnw;. OOVERNMENr - 3100 

Pemanent 'l'enp>rary 
Descriptia, of Recmtls FilinJ Dispositim Records Records 

& NARA Jct, Nunt>er Instructions Instructions Schedule t Sdledul.e t 

19. 'D\XATI<lf CME fIIES. D:>cu­ Arrarge by locatim, art: off~ 3719-PS 
ments relatinJ to the taxatim then alpiabetically. in:lividual m 
of oon-Inlian in:lividuals lon:J& neintains 
residirg m Im.ian lams. the same resi-

<ien:,e. Hold 5 
NARAJOBNllo&R ------ years or until 

volume warrants: 
retire to FRC. 
Offer to NARA 2Q rr 
years after C,cA~ 

1etkaces11i. 

20. All§E nM!STIGATICIJ CASE 
ll1£i. tkJcuments relatirg to 
the repcn llRJ am investi­

Arrarge by case 
J'Ultler. 

art: off at close 
of fiscal year 
of case closinJ. 

3720-PS 

gatioo of in:lividuals acnised 
of sexual ablse, piysical 

Hold 5 years or 
until volume 

arose or child ablse/neglect. 
Inell.des witness statements, 

warrants: retire 
to FRC. Offer 

place am nature of offense, 
evicien:,e seized, ptolograpls, 

to NARA 20 ~ L rn 
after i:etrre- c~o \"" r-

am final disposition. Recmd 
cq,y retained by the office 

-M!ftt, 

investigatinJ the charges. 
SUbject to the Privacy .Act 
CBIA-18l. 

NARA JOB NUMBER ______ 

16 BI.AM Release 1, 



'IRIBM., OOVERNMEN1' - 3700 

Permanent Tenp:>ra:ry 
Descriptim of Recm:'ds Filirq Disposition Recx>n:Js Recx>n:Js 

& NARA Jci:> Nunt:>er Instructia,s Instructia,s Sd.1edul.e # SChedu.le # 

21. 1RfRN, fHPUMENI' 
Affl+IC'ATIQ§. Applicatia1 
fonn ard related naterial for 
the enrollment of inilviduals 
in a Federally recognized 
tribe. 

Arrarge alpw:,eti­
cally. 

ai:t off at erd 
of calendar 
year. Hold 5 
years or until 
volume warrants: 
retire to FRC. 

3721-PS 

NARA JOB NtlMBm Nl-75-89-1 
Offer to NARA 20J ('r, 
years after CCM""-dit-
~:i:!' • 111!. 

22. DmQll.MENI' vmIFICATIQi F1Jffl. 
Material related to requests 
for ard verificatia1 of tribal 
enrollment, menbership, or 
blood quantum. of inilviduals. 
Requests are generally for the 
purpose of verifyirq eligi­
bility for a sei:vicejbenefit 
or simi 1ar pzogi:am. 

Arrarge alr;ilabeti­
cally. 

OJ:t off at erd 
of calendar 
year. Hold 2 
years then 
destt:oy. 

3722-'1'2 

23. TRTAAL c»aJS FUR- Balks, 
ledge:t:s, ard other material 
related to the historical 
recm:ds of inilviduals for 
tril:Jal. census infornatia,. 

Arrarge as 
arprq,riate. 

ai:t off at erd 
of fiscal year 
in which oensus 
is oatpleted. 
Hold 3 years or 
until volume 

3723-PJ 

NARA JOB NUMBm Nl-75-89-1 warrants: retire 
to FRC. Offer 

!°:~c.do~ 

16 BI.AM Release 1, 

https://SChedu.le


cm.:orr - 4200 

Pe:rmanent Teqx)rar.y 
Descripticm of Reoo.tds Filirg Disposition Recxm:m Recmds 

' N1'RA Jd:> Nunber Instructims Instructicms Sdledule t Sdled.ule t 

1. DmAN ll§lNfSS QMP'Q!Wfl' 
CPI» GRANr/<Xffl'RACJ' CIR 
fJ1ffl- Recm:ds cxn!dst of 
applicaticm, ag:tEEilent, l:ul­
gat, zepJtts ard rel.at.al 
cx,z:a:eepcwdl!laoe. N;,iect to 
the Privacy M (BIA-11). 

Arnu,;ie by project 
ramtJer. 

art: off at close 
of fiscal year. 

a. Anm case files. ll>ld 3 yam or 420la-P'JF 
mtil volume 
warrants; i:etire 
to me. rree,.e 
recm:ds; offer 
to NMA 20 years J _er 
after .i;etir.?- e, (A,,T'l1'f"l""" 

11e11t. 

b. other ~ies. Desb:oy 2 years 
after cutoff. 

4201.b-'1'2 

NARA JOB fUH!R...______ .. 

16 DIAM Release 1, 



rnEDIT - 4200 

Permanent Tetp:mn:y 
Descriptim of Recm:ds Filin;J Dispositiai Recxmis RecxJrds 

& NARA Jd:> NuntJer Instructia,s Instructioos SChedule # SChedule # 

2 • DIDIAN J£Wi CASE mm. 
Records which document direct 
revolvirg loan fums an:l 
guaranteed or insured loans to 
In:lian organizatiais, groups 
or imividuals. SUQject to 
the Privacy Act (BIA-13}. 

Arrange by case 
l1Ullh!r. 

art: off at em 
of fiscal year 
in which loan is 
paid, aux,elled 
or othe:cwise 
disposed of. 

ch inclme aw1i­ W1til. volume 
ca.tia1, loanrf111tmYC}L:P1:__ warrants: retire 
insuran,e agreeneit (if 
awlicable), financial 
reports, recxn:ds of pay­
pa.yment, eligibility 
certificate an:l :related 

to FRC. Destroy 
20 years after 

b. case files of with:lrawn, J:Rstroy 3 years 4202b-T3 
declined, or aux,elled after cutoff. 
awlica.tioos. 

\ 

NARA JOB NUMBER Nl-75-89-1 ! 

16 BI.AM Release 1, 

https://revolvi.RJ


awropriate. of fiscal year. 

cm:DIT - 4200 

naterial used to st.JR)lement Destroy 1 year 
the recxn:d ~ of reports. 

16 BIAM Release 1, 

nxm. 
ocmtain pertinent loan infor­
naticn as required by original 
agi:eement. SUbiect to Privacy 

Descripticn of Records 
& NARA Jci> Nunt>er 

3. 

Act (BIA-13). 

NARA JOB NtJmER Nl-75-89-1 

NARA JOB NUMBm. Nl-75-89-1 

Filin;J 
Instructia,s 

Arrarge as 
awzopriate. 

Pennanent 'l'E!lp)rary 
Disp:lSiticn Recx>J:ds Records 
Instructia,s Schedule# Schedule# 

art: off at close 4203-PS 
of fiscal year 
in Mli.dl case is 
closed. lk>ld 5 

-~lillal:s or until 
volume • 
retire to FRC. 
Offer to NARA 20 
years after 

art: off at close 
of fiscal year 
in Mli.dl case is 
closed. lk>ld 3 
years or l.Dltil 
volume warrants; 
retire to FRC• ., 
destroy 5 
after t.:SltHa,a1~ C;tll~~ 

a100 f:reeze is 
lifted. 

4204~F 



NARA JOB N{Jj)~------

Arrarqe dlrcn:>logi­

after ~:bar 
-&Sil. 

rnEDIT - 4200 

Permanent 'l'ellp>rary 
Descriptia, of Recxn:ds FiliJYJ Disposition Recxn:ds Records 

& NARA Joo Nunt>er Instruct.ions Instruct.ions Schedule I Schedule t 

Arrarqe dlrcn:>logi­ art: off at close 4206-PJ 
cally. of fiscal year...__iJ~~•l'llillrx::lbhde Iep:>Il.5 of

le collections ani Hold 3 years or 
-_..-....UL year trans­ until volume 

actions: ,.....,,n~ credit Iepott warrants: retire 
irx:lminJ profi sta~ to FR::. Offer 
ment:s, zecaciliatiaillllt)ee!t to NARA 20 years , rr 
irdividual statements of ~ 
delirquencies: periodic narra 
tive an:l statistical Iep:>Its. 
Maintained by central Office. 

1. Q<r.v.LT OPfflATI® AUDIT off at close 4207-11'3 
RERRffi. Special rEp01.ts cally. of f year. 
prepared by BIA atditors or by Hold 3 ,~- or 
piblic aooountants a, credit until volume 
q,era.tions. Reooid ~ warrants: retire 
retained by Area. to,me. Destroy 

20 years after 
NARA JOB NtlmER________ cutoff. 

16 BIAM Release 1, 

https://rEp01.ts
https://Q<r.v.LT


cm:t>IT - 4200 

Deacriptim of Recm:ds Filbg 
& NARA Jd> tfunt>er Insb:1ttions 

Atrarged alpmbeti­• 
f stock cally. 

associations 
Maintained by 

oe. 

~ Tenp::>rary 
Dispositim Recmds Rea:Jl.'ds 
Inst:J:u:::t:icns Sd:ledule t SChedule t 

0Jt off at close 4208-TJF 
of fiscal year 
in which stock 
is dif:l('n!l9d of. 
11:>ld J years or 
'lD1til vol\118 
warnmts; i:etire 
to Fie. Fmeze 
;t;a::xn:ds: destroy 
10 years after 
cutoff. 

16 BIAM Release 1, 

https://1.eQQ,1.ds


to FRC. Offer 
to NARA 20 years 
aft.er retite­
ment. 

~ Co, ...LTY SERVICES - 4300 

Descript.ia, of Reco:ms 
& NARA Joo Nunber 

1. 

affect the quality of the 3 years or until 
ht:mm envhameut. '1hese volume warrant:s: 
files are gaerally associated mt:J.m to ~. 

Sb.dies ani 
surveys of the~mc:t of 
projects ard activit.u,w--.i::nin: 

a ptt ipUl!ra]. ftWZer.,qm:ds:with that my 

significantly dwlJe the 
envL:u11&tl. Reco.td o:,py 
retained by office of origin. 

NARA JOB Nllt~-----

IOe, Iep,Its1 

projects ~~IIBV 
envh.u11&tl such _.,...._,_"_ 

the 

water cpuity, lan:l :n!S~:,e-­

ni,~~.;;...,.::. Cl1 

nxlificatim, etc. Aeoor:d 
cx,py l:elained by office of 
origin. 

NARA JOB tumm~-----

FiU.rq Dispositi<ra 
Instructims Instr:uctia,s 

Arrarqe runerica.lly. OJt off at close 
of fiscal year 
stat.anent is 
cxmpleted. Hold 

Permanent 'D:!!np)rary 
Reoo:ms Reoo:tds 
Sdledule # Sdledule I 

4301-T3F 

cn::,e 
lifted. 

of fiscal year. 
Hold 3 years or 
\Dlti.l volume 
warrants: r:etire 

16 BIAM Release 1, 

https://associat.ai
https://activit1..ii
https://Descript.ia


mvIROOMENl7\L 00ALITY SERVICES - 4300 

Pernenent Terporary 
Description of Records FilinJ Disposition Records Recx:m:ls 

& NARA Joo Numer Instructims Instructions Schedule I Schedule# 

3. OJlllURAI, RmgJRCES FIIE. 
o:xrt:ains infonnation regaming 

Arrarge by project 
l1l.D'l'ber. 

Cl.tt off at em 
of fiscal year. 

4303-PS 

historical am archaeological 
sites m::lldirg the Oll.t:ural 

Hold 5 years or 
until volume 

AesaJroes survey Aepc>i:t, warrants: retire 
~ies of ocnsultation with to FRC. Offer 
state officers, advisory 
cnmcils, ani tribes: docu­

to NARA 20 yeM"! l_ .re 
aft.et -Eel.has ~ 

ments specifyi.nJ &1reau :m:t. 
actions ng.tl.nd to cxmply 
with the National Historic 
Presemtion Act. Recm:d cq,'_r' 
:retained by 81'8a. 

NARA JOB NllH!R,,________ 

4. HAZAR1XU3 NMTE :n:1&5. ~ 
tains infonnation regaming 

Arrarge by location. Cl.It off llal 
action on clean-

4304-PS 

the assesmrent am designation ~ has been 
(or not) of a location as a cxmpleted. Hold 
hazaroous waste site ani 
related infonnation. 

5 years or until 
volume warrants: 
retire to FRC. 

NARA JOB NUMBER _____ Offer to NARA 2q _rn 
years after Cu.-'r ~ 
-s.k!!lli!Ht. 

16 BIAM Release 1, 



Effi7IRJHNrAL WALI'lY SERVICES - 4300 

Permanent Teltporary 
Descripticn of Recmds Filin;J Dispositicn :Aec:mds Recon1s 

& NARA Jct> Nunbu: Inst:ructicns Inst:ructicns Sdledul.e # Sdledule # 

5. HAZARIXlJS SOBS',l'ANa! CASE 
~- Materials relatirg to 
the identificaticn and/or 
nm:wal of hazardous substan­
ces (other than hazardous 
waste materials identified 
t:lu'ol:qi the Enviranent:al. 
Protecticn 1qercf' assessna,t 
proc,edutes) . File ioolu:ies 
any follow-up activities or 
I'eports en the project an:l 
other related clcx::une1ts. 

NARA JOB NUMBER Nl-75-89-1 

6. 11\Tm SAMPLOO mm­
Materials relatin;J to the 
testirg an:l results of water 
sq;:plies. Test results are 
used to determine safety 
levels of dlemi.cals/carp:,un::ls 
of water SIJR)lies. 

Arrange by locaticn, art: off at close 4305-PJ 
then alplabetically of fiscal year 
by type of in whidl project 
substarDe. en::Js. Hold 3 

years or until 
volume warrants; 
retire to FRC. 
Offer to NARA 2p rC' 
years after ~d't'"'"": 
-Rt:i:r:e,ait. 

Arrange by project, art: off at eni 4306-TS 
then locatic:n. of fiscal year 

in whidl testirg 
is oatpleted an:l 
reintursement is 
made. Hold 5 
years, then 
destroy if no 
larger needed 
for referena!. 

16 BIAM Release 1, 



OOIJDH'Nl'AL CVALITX SERVICES - 4300 

Permanent TenponU:y 
Descriptim of Records Filirg Dispositia, Records Records 

& NARA Jc.i> Nunt,er Instructiais Inst:ructioos SChedule # SChedule # 

7. SOIL TF.S'l'OO Wffl - Materials 
relatirg to the testing of 
soil sanples, the results of 

Arrarge by project 
then locatim. 

art:. off at erd 
of fiscal year 
in which testing 

43v7-T5 

which are used to detemine is cxmpletecl am 
safety levels of chemicals/ 
ot1lp1Jl'Xls in soil in or a.ram 
arrea.u facilities. 

rei.nbJrsenEnt 
made. 11:>ld 5 
years, then 
destroy if m 
laqe:r needed 
for referen:,e. 

8. aH.'.t<t:.L:ti limllfflfiROO 'IW'®• 
Materials relatirg to the 
testirg of <DlCiete, gravel, 

Arrarge by project
then locatia,. 

art:. off at erd 
of fiscal year 
in which testing 

4308-TS 

etc. used for CXllStnlctiay 
ergineerirg pn:p:,ses. Test 

is cxmpletecl am 
re:btt:ursement 

results are used for detennin- made. 11:>ld 5 
irg adequacy of the material/ years, then 
cxmp:un used in ergineerirg 
projects. 

destroy if m 
larger needed 
for referen:,e. 

16 BIAM Release 1, 
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ENVIlQttEN1'AL a.JALI'1Y SERVICE:> - 4300 

Pe:r::nBnent Tellp:>ra:ry 
Descripticrt of ReconJs Filin;J Dispositicrt ReconJs ReconJs 

& NARA Jd> Nunt>er Instnx:rt:.ia,s Instnx:rt:.ia,s Sd.tedule # SChedule # 

9. SN'E WATER C1UN1CIKi ACr 
'.LEi,r.L.M:i. Tests ard results of 
water testirg to determine 
safe levels of mict."OCltgal'li, 
bacteria, etc., in acxx:m:lance 
with the sate water DrinkinJ 
Act. 

Arrcm:Je by project 
then locaticrt. 

OJt: off at em 
of fiscal year 
in wh.idl testirg 
is cx:ripleted ard 
:r:ei.DbJ:rseme 
made. Hold 5 
years, then 
destroy if m 
lcrger meded 
for referen:::,e. 

4309-TS 

16 BI.AM Release 1, 



FURtSIRY - 4400 

for the 
a, of fomsts 

Fermanent Tellporary 
Descriptia, of Raoatds Filing Dispositic:m Rea:n:ds Aeoolds 

&IMRAJd:>lblt>et" Imtruct.iaw Imtruct.iaw SChedule f SChedule t 

. aver- Arran:Je duaologi­ 0Jt off 1ihen 4401-PJ 
Cit cally, then by tqm.satedby 

locatiat or as new plan. ll:>ld 
ctiat. aJ.Pl".'Op.t!ate. 3 years or until 

Rav volume warrants: 
VOlUllle mtire to me. 
growth Offer to NARA 20 
different fonna yau:a after 
and allowable arrua1 retiranent. 
sustained yield J111U1B91!11 
Raoatd cq,y is retained by 
office of origin. 

2. 1·mHffl SAI£ <Xlf11VCl' rum. Arrange by ccnt:ract off at cl.CJBe 4402-PS 
Rea:n:ds crn::,erni,rq C- IMet-Oial nud:Jer. off year 
aJ.ttirq of Indian-owned in lhich 
tinter, iroluiin:J activity tract is~­
copies of ocm:racts with plet:ed. Retire 
In:lian an:I ID"t-Irdian mills. to fRC 5 years 
Incl.uies sales plans, am after cutoff or 
other related documents. 5 years after 
Rr!lo:Jl:d cq,y retained by ageicy litigatia,, 
office. lhidlever is 

later. Offer to 
NARA JOB NlM3ER'------- NARA 20 years 

after retire­
ment. 

16 BI.AM Release 1, 

https://Descript.ia


F<E!Sl.RY- 4400 

D!scripticn of Recm:ds 
& NARA Jct, tblber 

3. . 
suppr,.t: t the 

tintJer sale , bit are 
naint:ained sepuately. 
cards (Fann BIA-5311) give 
abstracted history of t:lnber 
aJttin:J, inclldirg 1111111! of 
ream:vaticn, pur:daser, 
seller, a:int:ract nmt,er, 
8IID.ll1t of bcn:l, infanaticn m 
bids, volumes ard rates of 
tint:Jer art:, mnount:s received, 
ani mmpage data. Aecm.'d 
cx,py retained at Central 
Office. 

NARA JOB 

4. TIMBfR =mtl!S I~. Tinber 
money recxn:ds ani Tinber scale 
Reool:d sheets naintained in 
lecl';Jers by Ck:Jntrolli.n:J AaxJunt 
(Form BIA-5320), to annarize 
all tin:Jer sale tranf::Jactims. 
Value ard VOllllll! of t.inber \. 

!
cut, by ownership, is shown 
for each oontract. Recx>rd 
cx,py retained by office of 
origin. 

NARA JOB NUMBm 

FiU.rg 
tnstructia,s 

Dispositim 
Instructims 

Arrarge by locaticn art: off at close 
then CXJnt:ract of fiscal year 
ra.mt:>er. in whim ocn-

tract expires. 
lk>ld 5 years or 
\D1til voluna 
warrants; J:9tire 
to FRC. Offer 

NARA 20 years 

Arrarge dm:rtologi- art: off at close 
cally, thereun::ler by of fiscal year 
l~tion. in-whim ocn-

tract is ocm-
plead. Hold 5 
years or tmtil 
vollllll! warrants: 
retire t.o FRC. 
Destroy 20 years 
after cutoff. 

Pennanent 'latp:>rary 
Recm:ds Recxmis 
Sdledule t Schedule I 

4403-PS 

4404-TS .. 

16 BIAM Release 1, 



FU<ES'IRY-4400 

Penenent Te11X>rary 
Descriptia, of Reoords FilinJ Dispositim Records Reoor.ds 

& NARA Jd.:> NUni>er InstructiCl'IS InstructiCl'IS Sdledul.e t Sdledule t 

5. 1PDHI¥ 8tiK14' OF TIJftB wr. 
Cl:llsolidated scale rep:nts C11 

Fann BIA-5309 or ecpivalent 
SUllllll!lI'izinJ IID1thly volume, 
value of tint>er cut am total 
for each cx.11li.c:k,t, am related 
.infonatim used as a dleck a, 
the pun:haser's cxmpliance 
with tens of the ocntract. 
Reoor.d cq,/ retained by Area. 

NARA JOB IUIIIB\_____ 

ccn-
tmcts) 
BIA-5328 or its ~~alE!Qt 
with related cxnrespaa.ten,e 
an:i other records. Reoor.d 
cq,y retained by office of 
origin. 

NARA JOB tnmm________ 

16 mAM Release 1, 

Arnul)e by CD1tact 
n.mt,er. 

by permit issuaooe 
runi:>er. 

o.rt: off at close 
of fiscal year 
in whidl am­
tract is cx.m-
pleted. ft:>ld 3 
years or until 
vol\De warrants: 
retin! to nc. 
D:!s~ 20 years 
after cutoff. 

of fiscal year 
of permit expi­
ratim. Aetire 
to FJC 5 years 
after c::arpletim 
of permit or any 
litigatim, 
whichever is 
la......,.._~ fer to 
NARA 20 ~-~~ 
after retire­
ment. 

440~ 

https://Reoor.ds


,t\.1tW$'®' - 4400 

Permanent Terrpora:r.y 
Descriptim of Recm'ds FiliJq Dispositim Recm'ds Rec.xn'ds 

& NARA Joo NUni:>er Insttu::ti.GllS Instructia,s Schedule# Schedule# 

. In­ Arrarge by locatim, 
then alplabetically 

t:ee~:>rnespcnllenc:,e for by in:lividual. 
ree-use 

tint>er cut:tirtj·~pnt 

a. UXi SCALE SHEEIS. Rec.xn'ds of Arrarge by loca 
ano.mt of tint>er rem:M!!d f:ran then numerically. 
tribal or allottee loggiJq 
lDlits. 

NARA JOB Nll4BER Nl-75-89-1 

0It off at close 4407-T5F 
of fiscal year 
in 'Whidl pennit 
expil:es. Hold 5 
years or until 
volume warrants; 
retire to FRC. 
Freeze recmds: 
destroy 5 years , rr.. 
after Ma:J:€Ble116 ~,-. d"tf""' 
cn:::,e freeze is 
lifted. 

0It off at close 4408-T5F 
of fiscal year 
' 'en loggiJq 
lDlit .u,,..~ir-

pleted. 
years or unt' 
volume warrants: 
retire to FRC. 
Freeze recx>tds; 

~~~=CA"rtf 
cn:::,e freeze is 
lifted. 

16 BI.AM Release 1, 



1'0RESIRY - 4400 

Pemanent 'lalp)rary 
Descript::.iaa of Recxn.ds Filin;J Dispoeiticra Records Recxn.ds 

& NARA Jab N\.lltJer Instructia,s Insttuctia,s SChedule I SChedule I 

9. . 'ft!n- Anauge by locaticra OJt off at close 4409-TS 
day repcn:ts t:hnber then cht:aologi- of fiscal year 
sale ocntracts (fOlll. BIA-OJ.1u•,4~--ca.11y. in lfflich cxn­
an:! fo.te:sl.t:y q:>eratirm that 
are prepu:ed an:! :retained at 
ltgen::ies. Maintained by 
agency f01:e:sl:ty offioe. 

NARA JOB t«JIBm\______ 

tract is CXD-
1et.ed. Aetire 

after cut.of • 
Destroy 20 )'9l!lrS 
after cutoff. 

10. ArraRJ8 cm:aologi­ 1Qlt off at close 441o-TJF 
lblthl.y tepOits at cally, thereurder by "'af fiscal )Wlr. 
BIA-5310 prepu:ed to 'l..ila::..........-1.· locatiaa. fbld 3 years ar 
scales am certify their mtil velum 
accuracy. Aecmd cq,y 
retained at agency offioe. 

warrants: J:etire 
to FRC. FffeZe 

NlmA JOB tullBm\______ 
m:xx;ds: desb:oy 
20 years after 

ff cn:,e 

16 BIAM Release 1, 

https://FORESJ.Rl
https://Recor.ds
https://Recxn.ds


FDRES'IRY - 4400 

Descripticn of Records 
& NARA Jab Nuni>e.r 

BIA 
ci:>li 

testry 
activity I .WDl:!',/Vc:11::1118 f 
tint>er 
administrative ~ 

a. Recxn:d a::py mint:ained at 
Cl!ntralOffioe. 

b. other cx,pies. 

NARA JOB NUMBER_______ 

Filin;J 
Instructicns 

Arrarqe dmn:>logi­
cally, then by 
locatim. 

Oispositicn 
Inst:rtct.icns 

OJt off at close 
of fiscal year. 

Hold 5 years or 
until volume 
warnmt:s: nrtire 
to FR:. Offer 
to NARA 20 years 
after mtire-

nestroy !5 years 
aft.er atoff~ 

.. 

Pe:manent Tellp>rary 
Records Records 
Schedule# Schedule# 

4411a-P5 

441lb-'1'5 

16 BI.AM Release 1, 

https://Descript.im


Fa<ESIRY - 4400 

Permanent Tenporacy 
Descriptia, of Aeooids Filin;J Dispositia, Records Records 

& NARAJci> NuntJer Instructia,s Instructia,s Sc:hedul.e t Sc:hedul.e t 

Arrarqe by locatim. Destroy when 44U-TO 
~ or 
d:Jeolete. 

13. Nt«lN, FINAtgAL S'D\'IUfJfl'S art: off at enl 4413-PJ 
ftR INDIAN #Wfflll§~ Docu­ of fisall. year. 
ments relatinJ to Inilan mills lk>ld J years or 
cuttinJ l'D1-Inilan tint:Jer, until volma 
ledjer sheets, profit ard loss warrants: ret:.im 
statanents, bal.mEe sheets, to FR::. Offer 
detailed q,eratin;J statanents, 
inva1t:my lists, wood analy­
sis, footage cut, narket price 
ard other data. Used for a 
yearly <Xllp'lrative analysis of 
q,eratims ard to detennine 
per capita distrirutim of 
timer sales profits. Main­
tained by Area forestty 
office. 

N1IRA JOB NtJimm,..______ 

Tff'--NAJlA 20 years 
~ 

.,. 

16 BIAM Release 1, 



FORES'IRY - 4400 

Permanent Te!lp:>rary 
Descriptiat of ReoonJs Fil.i.rg Dispositiat ReoonJs ReoonJs 

& NARA Jci:> Nunt>er Instru.ctiatS Instru.ctiatS Schedule# Schedule# 

21. FIRE '.mESPASS. Recxmls doc:u­ ArnuxJe ali;nabeti­ a.rt: off at close 4421...JI'JF 
ment.i.rg any fire caus.i.rg cally by last nane. of fiscal year 
damage or destructiat to in whidl settle­
Imi.an-owned :resruroes. ment or other 
Irci.u:les litigated actiatS final det:ezmi.na­
result.i.rg fran fire trespass. tiat of case was 
SUbject to Privacy Act made. Hold 3 
{BIA-24). years or lD'ltil 

volume warrants: 
NARA JOB NUMBm Nl-75-89-1 retire to FRC. 

F'I'eeze recxn:ds, 
destroy 5 years - J a::­
after Ee&ix&a.l ~ 
ax,e freeze is 
lifted. 

• Sheets for cally, then by of fiscal year 
each iat (Fonn 5-5329, statement type statement is 
or equivalent) within >qercJ. CXllpleted. Hold 
post.i.rg of experrlitures 3 years or lD1til 
deductiatS fran tribal am volume warrants: 
federal fums for each fiscal retire to FRC. 
year, sbJw.i.rg current am 
ac:x,nn.1lated totals. offer to IV\l-"""'­

years after 
NARA JOB NUMBER Nl-75-89-1 retirement. 

16 BIAM Release 1, 

https://det:ezmi.na
https://ali;nabeti�a.rt
https://Fil.i.rg
https://sbJw.i.rg
https://post.i.rg
https://result.i.rg
https://caus.i.rg
https://ment.i.rg


yMrB after 
retixanent. 

of pel11it peri­
od. 

R.At«;E}-_ .,'fflENI'- 4500 

Desc:riptim of Reoozds 
& NARAJcb Nunt>er 

lans am 
m, 

of 

Raom:d 
for lllhich plan 

NARA Jtm •-~K\._____..::::.._ 

2. RNA JlflT <2Z mm- Rac­
cm:1s used for grazinJ lard 
a<XDD'ltability mi.ch give 
infonatim m rmqe pandts 
or cxm:racts, irx::ludinJ name 
of cxx1lt.act::or, ranJe area, 
authorized stock, grazinJ 
season, grazinJ value, rud::>er 
of livestock grazed, r:eserva­
tim, pennit period, etc. 
Rax>td oqJ}' retained by office 
of origin. 

NARA Jtm NllmER_.______ 

FilinJ Disposition 
Instructia,s Instructions 

AlTarl)e by location OJt off at close 
then du:tn>logi­ of pennit peri­
cally. od. lk>ld dm­

inJ axx,eedinJ 
pennit period or 
a minina of 5 
years, lllhichever 
occurs first: 
i:etite to me. 
Offer to NARA 20 

Olt off at close 

lk>ld ~ 
sia,eec.UnJ 

l,ICll~t period or 
of 5 

year&, ~-~~~f!IIIIUS_l!T" 

occurs firsf, 
retire to me. 
Offer to NARA 20 
}6i1'S after 
reti.ta,e1t. 

Penmnent Te1p0rary 
Recx>l:ds Records 
Schedule# SCh0dule # 

4501-PS 

4502-PS 

16 DIAM Release 1, 



RA?O:MANAGEMF.Nl'-4500 

Pe:rmanent Tatporacy 
Descriptioo of Reoo1'ds Filirg Dispositim Rscmds Rscmds 

&HARAJabN'Unt>e:t' Inst:cuctioos Inst:ructioos Schedule# Schedule# 

files 
ies 

of am....-....9...... 

related 

4. RAl«iE SURVEY mm­
smiles of the grazirg ~ 
tial on particular rarge 
areas, iff:11.lling a detennina­
tiC11 of such factors as water 
availability, type of forage, 
fencirg, tqx:igrapJy, iff:lmes 
a ra:x>zd set of area maps re­
latirg to these activities. 
Recxmi cxpy is retained by 
office of origin. 

HARA JOB NUMBER Nl-75-89-1 

16 BI.AM Release 1, 

.ArranJe by locaticn. Destroy when 4503~ 
superseded or 
obsolete. 

A:rrarge by locatim 0Jt off at close 4504-PS 
then dm::n:>logi- of fiscal year. 

ly. 11:>ld 5 years or 
until volUIDe 
wan-ants;t:etire 
to FRC. Offer 
to HARA 20 years 
after :retire-

https://detenni.na


JWA~-4500 

bids, 
related oon:espa 
ord copy retained by office of 
origin. 

.Arrarge rumerically 
by bid. 

Descriptiai of Recm.tls Filirg 
& NARA Jct> Nunt>er Instructia,s 

5. 

NARA JOB NUMBm Nl-75-89-1 

6. GRAZn«; PEH«T C\SE fUffl­ ArrcmJe alplabeti­
Bict:ie.r's pi::• posal for grazinj cally. 
privileges: statement an:i cer­
tificate of award: grazin} 
pennit, in::lulin;J authority 
fran owner to grant grazin} 
privileges at allotted lard 
an:i nxlifications, if any: 
penal or surety lxn:i: an:i re­
lated oorrespcn:lenoe. Main­
tained by user agency office. 

NARA JOB NUMBER Nl-75-89-1 

Permanent Tenporacy 
Dispositiai Records Records 
Instructia,s SChedule # SChedule # 

a.rt: off at close 450~F 
of pennit peri­
od. Hold dur-
irg suooeedinJ 
pennit period or 
a mininum of 5 

}"9il!J;i_t.._ -.hlchever 

Freeze reoo;cd: 
destroy 20 years 
after ;wtj;rp-, ~~ 

o.rt: off at close 4506-PSF 
of fiscal year. 
Hold 5 years or 
tmtil volmne 
warrants: :retire 
to FRC. Freeze 
reoonl: Offer to 
NARA 20 years _ L .er-, 
after :A:1ti.ra- C.GcA-<1rl"". 

.maRt, 

16 BIAM Release 1, 



RANGE MANAGEMENl' - 4500 

Permanent 'J.'en1)orary 
Descripticra of Reoords Filil'I} Di.spositioo Records Records 

& NARA Jci> NuntJer Instructions Instructions Sdledule t Sdledule # 

7. . Periodic ard 
special age1cy fillort.a...cin 
various piases of rarge 
wildlife q:,erations ard re­
lated a.a1espc..iden::,e. Recmd 
copy of oaisolidated :r.,i:t 
retained by Q!ntral Office. 

NARA JOB nur'IDCIII:\______ 

Arrarqe chralologi­
cally then by 

___,___.atioo. 

OJt. off at close 4507-PS 
of fiscal year. 
Holds years or 
\Dltil volume 

to t<"N'C'~..cn·r, 

to NARA 20 •-...~­
after retire­
ment. 

s. RNA ANP wunrm MAPS mm­
Prints of each rese:rvaticra's 
forest ard forage areas, rarge 
unit maps, aid blueprint, 
bladt-an:1-wite print, an! 
linen cx,pies of allotment plat 
books for Inilan lands. In­
elided also is nen.JSCript or 
arn,tated mterial, ard cne 
copy (the rea:>ni set) of each 
versicra. 

NARA JOB NUMBm,...______ 

Arrange by loarticra. rut off ID!l'l 4508-Pl 
~sedad by 
new print or 
nap. Hold 3 
years or until 
volume war.rants; 
reti:te to FRC. 
Offer to NARA_ 2'3._ r-0 
years after CUA - O~. 

4WtkUOORt. 

16 B.IM Release 1, 

https://dn'alologi�a.rt


FAt«;EW. -"ENl'-4500 

Descr.iptim of Reoords 
& NARAJooN\Jniler' 

9. 
rnp. ~~ are official 
recm:d ex.pies a,.-41~•im 
projects with relatell",:,~ 
reepcrdenoe ani papm:a 
the preparatim of inllv.idlal 
livestock, agriall.tu:ral., or 
hane extawim piog:c • '!he 
recm:d give info.nlltim m 
ptog:cw ao, -.:•lishEnt:s, ard 
are used far historical ref­
m:a.oe ard in doa.llent.inJ BIA 
furdicna ocn:mninJ agria.u­
tural prsuits anaq Irdians. 

NARA JOB IUt~-----

10. ARA OFflCI BIIJAI, E>QnfSIClf 
.t<Qu<W. Repm:t& sucn as: 
Arnlal cawolidatim of 
statistical data fnn 1qel'lts' 
JID1thl.y aid pericxlic zepozts. 

NARA JOB tut~-----

Filin:J 
Instnrtims 

ArraRJ8d by case 
ramt>er. 

Airmqed cmaiologi­
cally by report:.inJ 
period, then by type 
am locatim. 

Dispositim 
Instructims 

art: off at close 
of fiscal year. 
Hold 3 years or 
\D1til vol\De 
warrants; retiJ:e 
to me. FreeH 
reomds: destroy 
after fI98Ze is 

fted. 

art: off at close 
of fiscal yaar. 
Hold 3 years or 
until vol\.1118 
warrants; retiJ:e 
to me. FreeH 
records: destroy 
after freeze is 
lifted. 

Pennanent Terp:>r.ary 
Records Recx>rds 
Sdledule # Sdledule # 

4509-TJF 

()Ji~ 

4510-TJF 

16 BI.AM Release 1, 



Files irx::l 
rehabilitatim plarm 
projects for fin! rehabilita­
tim, fenJe_<DlSt.ructi__m, 

Arrarqe as 
awzopz iate. 

RAtU:MANAGMNI'-4500 

Pennanent 'l'erp:>rary 
Descriptia, of Rec:mds FilinJ Dispositia, Records Reoords 

& NARAJdJ NUntler Imt.ructiais Instructiais Sdledul.e t Sdledul.e t 

Offer 
years after 
retiranent. 

12. 11\Tffl Ricms ®E rum- Arrarqe as a.rt: off at close 4512-P'J 
Files relatinJ specifically to 
water rights, irx::lldin:J docu­
ments such as water rights 

awzopziate. of fiscal year 
in llhi.dl water 
rights issue is 

certificates, state/federal resolved. Hold 
agzeeuent adjmicatiais, am 3 years or until 
other relab!d documents. volume warrants: 

reti.ze to FRC. 

tNA Ja3 ~ ------ Offer to NARA 20 r-..r 
years after CM:t- i,,r-r­

pet:i-tes:a»ts. 

11. 

~ devel.0p1&1l, mstockinJ 
of fish an:J,lor game, etc. , am 
other related documents. 

NARA Ja3 NlJmm ------

a.rt: off at close 
of fiscal year 
in llhi.dl project 
erds. Hold 3 
years or until 

---~~lie warrants: 

4511-P'J 

"ITHflftAWN 

16 BD\M Release 1, 



RAtliEMMlGl!MENr-4500 

Pennanent '191porary 
Descriptim of Reocn:ds Filirq Dispositim Raxn:ds Records 

& NMA Jct, Nlmt>er Instructions Instructions Sdledule t Schedule t 

13. 11>PI PARlfflam.> 1N1> (JSE 
fJU§- Files CD1Sist of 
doanent:s m inlividual.s 
residirq in the partiticned a.rt: off at clase 
lard at.1!11!l, oensus enmm:a­
tims, liwst:ock invmt.aries 

of fiscal yaar 
in wdch case 

ard oth!r related doc.unent:s closes or actim 
uaed in the determinatim of m fil"llll dater­
dispoaitim or allocatim. 
SljJ;lect to the Privacy Act 
CBIA::§l. 

minatim is 
OC11pletal. 11:>ld 
5 yam or until 
,mlane wm:zautsi 

a. PapeJ:- cq:,ies used as An:mlJI! retire to PRC. 4513a-P5 
rec:xmi cx.py. alp-aabetically. Offer to NMA 2Q ,..I"\ 

yara after ~ 
-H4il It. 

b. Magnetic tape data. ArrmKJe as Destzuy t.ape 4513b-TO 
apprq,tiate. data after t:hh:d 

update cycle. 
NI\RA '1cm tl.llBm ------

16 BI.AM Release 1, 



RAt«ZMANAGEMENI'-4500 

Permanent Terp:>rary 
Descriptia, of Recxn:ds Filirg Dispositia, Reoords Recx>nls 

& NARA Jd:> Nunt>er Instructia,s Instructioos Sdledul.el Sdledul.e I 

14 • fPPl PARl'ITiam> IAND fUffi. 
Cl:nlists Of SUJ:Vey infOI11Btia, 
collected a, lard beirg used 
within the partitiaied area. 
Material in this file nay be 
used in IIBkinJ detenrlnatia,s 
as to the dispoaitia, of lan:l 
in the partitiaied ania. 

N>ject to the Privacy Act 
CBJA-§l. 

a. Paper oq,ies used as 
ra:xnd oq,y. 

AmmJe as 
8R)ICJPI late. 

. OJt off at eni 
of fiscal year 
in lihich final 
actia, a, lard 
is ocmplet:ad. 
lk>ld 5 years or 
lB1ti1 voltne 
warrants: retire 
to PK:. Offer 
to NARA 20 ~ 4514a-P51
aft.er m:ke C<.11r"d~ 
B&il. 

b. Magnetic tape data. 

NARA JOB Nllmm ______ 

DMltuy tape 
data after third 
~te cycle. 

4514b-TO 

.. 

16 BIAM Release 1, 

https://Sdledul.el


- 4600 

Deacriptim of Reoo:tds 
& NARAJci>Nuntler 

FilinJ 
Instnrtims 

Dispositim 
Inst.ructions 

whidii'111;;,aimerrt: It 
ardassi~_.... 
Goverrnentl ani 
irdividual .......L&GI their 
SI 
Inlians, un:ler 
o.npcw or tr:eaty ri 
used to establish IJdian 
ric#Jts am titles to lam. 
Iool.tded are allob&ei1t books 
or schedules, secretarial 
cn::der:s, allobiE!11t or estate 
r:eand cards, tribal lam 
agr:eaues 1ld, lam r:egistem am 
r:eauds books, rea,r:ds of cxn­
tested lam alloblE!l1t cases, 
am related cxnr:espades10e. 

ArrmJJe by locatim 
oode, then alpiabeti­
cally by last name, 
then by alloblE!l1l 
n.mt>er. 

Cl.It off at close 
of fiscal year 
file beo 11186 in­
active. Hold 5 
years or \D1til 
volume warrants: 
r:etire to me. 
Offer to NARA 20 
years after r:e­
tirement. 

NARA JOB ffl.JII~--------

\ 

I ' 

Pennanent 'l'Eflp>rary 
Records Records 
Schedule# Schedule f 

4601-PS 

16 BIAM Release 1, 



RFAllIY - 4600 

Pennanent Teq:lorary 
Descriptim of Records Filin;J Disposition Recx>ros Recx>ros 

& NARAJd:J Nurd:>er Insb:uctions Instructions Schedule t Schedule t 

. Incluie Arrange by location OJ:t off at close 4602-PS 
nuative to allobnent& oode, then alpmbeti­ of fiscal year. 

of l 'Which is still in cally by last nmne, Hold 5 yea.rs or 
trust st.a but owned by then by allobtart until volume 
Irdian inliv ""...,.___Recx>tds nunt,er. warrants: :retil:e 
incl\de patents, an:1 to FRC. Offer 
certificates of oald!ter'ICV to NARA 20 yea.rs 

after.:retire­
ment. 

3. IMP ASSIQNNJ.S. Inclme rut off at close 4603-PS 
l'.9CXJlds m assig:c lbl:!II .ts of code, of fiscal year 
tribal lam for which an cally by in 11ttlich files 
inlividual has equitable beaDeS in­
ownership. active. Hold 5 

~...'Ct or until 
vol.unll!)...,.Jillan:anlts 
reti:r:e "t:D'"'-L'.i-.LL; 

Offer to -~ 
years after 
reti.IallE!lrt. 

16 BIM Release 1, 

https://t:D'"'-L'.i-.LL


k i -- 4600 

R:!rmanent Teffp::>rary 
Descriptia, of .Recotds Filirg Dispositiai Records Records 

& NARA Jct, Nunt>er Instructicns Instzuctions Schedule I Schedule# 

Cl.rt: off at close 4604-PS 
of fiscal year 
in whim files 
becaDes in-
active. Hold 5 
yaars or until 
volum warrants; 
reth:e to me. 
Offer to NARA 20 
yaars after 
reth:anent. 

Ar:ran)e by locatia, 
axle, then by allot-

to ment l'IJdler, then 
of alpmbetically by 

last IBlll!. 
ments 
d.ivimal case 
allube~. 

NARA JOB 

5. IMD Gitt <XlfVEl'.MCE. ReconJs Au::mga by rut off at close 4605-PS 
inclt.de land title opinims, axle, then by of fiscal year. 
Iepnls by agelCf superin- paroel/sectia, Hold 5 years or 
ten:lents ard oot1espadence n.mt>er. volune 
justifyirg the cxnveyarx:,e of 
lard by gift. 

NARA. JOB 

16 BI.AM Release 1, 

https://inclt.de


RFAJ1lY - 4600 

Permanent Temporary 
Descriptia, of Records Filin;J Disp:Jsitia, Records Records 

& NARA Jab NuntJer Instructions Instructions Sdledu.le # Schedule# 

6. IAND PI.AT DX>m. tkx:umerrts Arrarge mmerically cut off when 4606-PJ 
'Whidl show parcels of land by book nunt>er. books becDne 
allotted to Indians, and other inactive. Hold 
itans such as townsite, re­ 3 years or until 
clamatia, wi.thirawal.s, reser­ volume warrants; 
voirs, agecy and school re­ Ietire to FRC. 
serves, etc. ; also plat ~ Offer to NARA 20L _f"\ f' 
l:Jer, township, rcu-ge, and years after c,., ~crr-r-
meridian. Notations ai plats 
irdicate boordaries of land 

J:Dt:L\.lllSllt. 

allotted, allotment mmt>er and 
charges in land ownership, if 
any. 

NARA JOB ~ Nl-75-89-1 

shawin:J land trans­ by book nunt>er. books becDne 
afct.Ic.-- ' u:lirg legal de­ inactive. Hold 
scriptiai o·---- (subdivi­ 3 years or until 
siai, sectiai, • ~ volume warrants;
and acreage) ; Imian and ..........__ retire to FRC. 
lish names of alluttee: date 
tract reported to Secreta:r:y of 
the Interior for patent; date 
of 8AJIOYa1; patent nunt>er, 
Inlian's allotment nunt>er; 
file l'IJl'liJer of heirship; and 
other transactions Ielatin;;J to 
the tract. 

NARA JOB NUMBER Nl-75-89-1 

Offer to NARA.20 
years after 
retil:a:1ert. 

16 BI.AM Release 1, 

https://Sdledu.le


- 4600 

Descrlptia, of Records 
& HARA Jab N1..mi>er 

8. 

Fili.n;J 
I.nstructia,s 

Arrarqe by locatia,, 
then al);habet.ically 
by last l1l!!lllle, then 
by lani parcel/tract 
nunt>er. 

Disposition 
Instructia,s 

a.rt: off at close 
of fiscal year 
that t:r::aJ&lctia, 
is abortacl. 
Destroy 5 years 
after cutoff. 

Permanent Terrp:mn:y 
Records Records 
Schedule# Sd:adule # 

4608-'1'5 

16 BI.AM Release 1, 



REALTY - 4600 

Pennanent Tenp>rary 
Descriptim of Recxn:ds Filin} Dispositioo Reooros Reootds 

& NARA Ja::, Nuntler Instructions Instructions Sdledule# Schedule t 

. casem 
a,veri..rg lard trans-

acti sudt as lard aoqui-
sitim m ~1aif of partiru­
lar tribe, extQllrQe _..___,, 

tribe ard ncn- DD,QflS 

made to ncn-Inlians,....._lldlan::,es 
between Imians by deed 
patent in fee, ard gift 
oaiveyarx,e made to aoother 
IR:li.an or tribe by an order 
transferri..rg inherited 
interest in Imian lard. 
Inclu:led are resolutions fran 
tribes agreein} to exdlanje, 
awraisal tqX>rts (fonerly 
certificates), 0011espade111ce 
justifyin} transactions, title 
q>inions by legal oaunsel, 
letters to Bureau of lard 
Management to issue patents in 
fee to ncn-Imians, petitions 
for sale, reports by 1qercy 
SUperi.ntements, certificates 
of irdebtedness, original 
bids, abstract of bids, cq,ies 
of advertisenents, written 
cx:usent of heirs to sell, ~ 
related oonespon:ience. ' 

NARA JOB NUMBER,,________ 

16 BIAM Release 1, 

Arran:Je by locatim, 
then alpiabetically 
by tribe name, then 
by lard parcel/ 
section/or plat 
n.mt:Jer. 

art: off at close 4609-Pl.0 
of fiscal year 
in lffli.ch file 
becxllaes in­
active. Hold 
for 10 years: 
retire tom::. 
Offer to NARA 20 
years after re­
til:ane1 at. 

https://lffli.ch
https://IR:li.an


0 

RF.A.. - 4600 

Permanent Tellp>rary 
Descriptim of Recx>J:ds Filin:J Disposition Recxn:ds Reoords 

& NARA Jd:> NuniJer Instructions Instructims Schedule# Schedule# 

an::,e of deed: title 't::IY:UIUJ 

zepozts: am related imexes. 

NARA JOB Nllmm.._______ 

lM1TIAL ®P<YATI® QF IAND 
Notebooks 

Arrarqe by locati 
then by lard paroel/ 
sectia,/plat rudler. 

10. FTUS. ~ies 
$Eds Lied to Inlians, 

(allotted am 
ID'lllll.ott:tti;l. lar or 
related docllibl!!Qts evi-
derx,e of lard owhlRt'Bhip 
as: abstracts, hCIIIEl!ltel!ld 
ents: teCX>l.d books of CX1'811!rv­

11. 
SURVEY rwo tmJS. 
ocmainin;J the initial ctJset­
vatiC11S of an enJineer or 
other specialist used to DDre 

precisely establish the metes 
am mims to pi1'JOint am 
analp.e the resources of a 
specific piece of lard. 

NARA JOB Nl.lUJm.._______ 

16 BIJ\M Release 1, 

Arrarqe by locatim, 
then alpiabetically 
by last name, then 
by lam paroe1 or 
sectim n.mt,er 

art: off~ 
books becane 
inactive. lk>ld 
2 years or until 
volume warrants; 
retire to me. 
Offer to NARA 20 
years after 
rethwat. 

art: off at close 
of fiscal year 

bee ii CHIPS in­
lk>ld 5 

years or il 
volume waiTal'ltS 
retire to me. 
Offer to NARA 20 
}'BBl'S after re­
tiiene1Jt:.. 

4610-P'l 

4611-PS 



RFAUIY - 4600 

Descriptim of Ream.is 
& NARA Jct, NuniJer 

12. • Dxllnents 
reflect en are con-
ducted by t.he Blreau nT--~rY'I 

Management or other CXl'Jtrac­
tors to establish exterior 
bcmldaries ani other adminis­
trative surveys cxn!ucted 
within t.he bomdaries oft.he 
reservati.Cl'l. 

Fili.D} Disposition 
InstructiCl'lS Instructions 

ArranJS alpmbeti­ Cl.It off Vien 
cally by resezva­ superseded. 
tim, then by lard Hold 5 years or 

---paJCQel/sectia,/plat until volume 
nmber. warrants; retire 

to me. Offer 
20 years 

after ret.L..Lc~---

JIIE!l1t. 

Pennanent Teqx,rary 
Reoords Reoords 
SChedule # Schedule# 

4612-PS 

13. IMO Ml\PS AND HANS. Township 
maps, plats ani town plam, 

Attmge alsnat,eti­
cally by reservatim 

art off at close 
of fiscal year 

4613-PJ 

givinJ detailed inf0111Btim then by IIBp nmt>er. in 1'hidl file 
such as sectim, township, beo:11es in-
rarge of lard am, in sane active. Hold J 
cases, ownership, together 
with related trac~ am 

years or until 
volume warrants: 

documents. retire to me. 
Offer to NARA 20 _,L ~f" 

NARA JOB NllmER,_______ years after---Ee-- (...c.clq -r11....r 
t.i.J:aua.'h. 

16 BI.AM Release 1, 

https://alpmbeti�Cl.It


RF.I-. - 4600 

Pe.nnanent Tellp>rary 
Descriptim of Recmds Filil'I} Disposition Recmds Records 

& NARA Jd:> Nlmt>er Irmtructia,s Imtructims Schedule# Schedule# 

AITarge runerically a.rt: off wen 4614-P2 
l7j book n.mt>er. books bee X lllfl! ~­

lards aaJ1irec1 inactive. Hold 2 
Department of Agricul , years or lD1til. 
which pirchased lards umer volume warrants; 
Acts Of 0:1 l}LW between 1933 retire to FRC. 
mu 1937. &'ltries inclme Offer to NARA 20 
tract nmtJer, nmne of granter, ~ll!Bl'.B after i:e-

legal desCI: iptim of lard, 
date of ~ l7j the 
Attmn!y General, date of 
deed, am pirchase prioe. 

NARA .JOB NllmER""'------

15. IMO ,,amsmm MAPS m:Jffi. 
original annotated neps am 
cxpies used as base maps 
shc:,wbg the township, reser­
vatim txudaries am locatim 
of lam pm:hased umer the 
In:ll.an Reorganization Act. 

Arrarqe alplabeti­
cally l7j tribe name 
then nep n.mt>er. 

a.rt: off at close 4615-P2 
of fiscal year. 
Hold 2 years or 
until volume 
warrants; retire 
to FRC. Offer'° NARA 20 years rr 
after t?ct~ ZJ-orr 

NARA JOB NUMBm.""'------ -1110!1 ~ .. 

16 BIAM Release 1, 

https://In:ll.an


REAilI'Y - 4600 

Permanent Terrporary 
Descriptic:n of Rscxn:ds Filirg Dispositim Records Records 

& NARA Jd:> Nunh!r Instructicms Instructims Schedule I Schedule t 

16. L\NQ RI(Jfl':QF:IAY FIJffi­
Reoo.Ids Wicatirg right­
of-wa.y or e;,Sflll!ll!I lln granted 
over Indian lards for rads, 
power lines, mil.roads, ocm­
Dlllicatic:n lines, irrigatic:n 
ditches, canals, pipelines, 
etc. Iooludes doam!nts eu:tl 
as applicatic:ns, tribal reso­
lutic:ns, and 1IE!lp!I or tracirg 
illust:ratin:J right-of-way. 
Reoo.Id cq,y nai.nt:ained at 
office app:t'OVirg official. 

NARA JOB nua,......,'"'-------

. 
ing reocn:ds related to 

the C0·.1..1.'C"-'---~, custody, and 
dep:Jsit of fun:ls ~-LI fran 

AI:r:ange al.p\abeti­
cally by tribe, then 
by last name (if 
applicable) then by 
lard sectim,'parcel 
n.mt:Jer. 

then l1Ul'llerically by 
lease nmt:er, then 
alpmbetically by 

OJt off at close 4616-Pl 
of fiscal year 
in which right-
of-way is ter-
minated. Hold 3 
years or until 
volUIIIB warrants: 
retire to FRC. 
Offer to NARA 20 .rr 
years after c.. wt-- crr-r 

...aft:hee lit. 

, 
of fiscal year 
in which lease 
expires. Hold 3 

leases of Irdian land or ....,.._,.. last l'l81IW! or tribe. years or until 
i:esa.n:oes. Also ioolldes i:e­ volume war-
ooros of the disbursement of : retire 
such fun:ls. Maintained by 
agency office. 

NARA JOB NlNl!R________ years after 
cutoff. 

16 BIAM Release 1, 

https://8AJnJVi.nJ


RFA - 4600 

Descriptim of Recor.ds 
& NARAJd:>Nl.mt>er 

, oil am gas, b.Jsi-
ness, ite, am surface 
lard f ............._""", am other sur­
face lam leml!E!S: earn am 
gravel permits. lme cq,y 
of lease, lease trans-
mittal fmm for lease 
bcn:i, statanent am cer­
tificate of awanls, lease 
assig.11&ata. Al.so cxntain 
lard descriptia,, heirship ani 
cuneut ownership of Imian 
Trust lams, identificatim of 
owners. SUbject to the 
Privacy Act CBIA-5). 

a. 1an:I lease case files doc­
mentinJ mineral, oil or 
gas leases over $25,000 
per anrun. 

b. All other lam lease case 
files. Reco:m cq,y nein­
tained by office awrc,virg 
lease. ! 

NARA JOB NUMBER~-----

Filin;J 
Instructions 

Arnm;Je by locatim, 
then lease llllh!r, 
then alpiabelically 
by last name or 
tribe. 

Disposition 
Instructions 

rut off at close 
of fiscal year 
in lttlidl lease 
is tenninated or 
expired. 

to FRC. 
to NARA 2 
after rel 
nent. 

Hold 5 years or 
l.D'ltil volume 
warrants: retire 
to FRC. Dest:.tw 
7 years after 
rutoff. 

Permanent Telp)rary 
Recor.els Records 
Schedule# Schedule# 

4618a-P5 

4618b-TS 

16 BIAM Release 1, 

https://Dest:.tw
https://Recor.ds


RFAUl'Y - 4600 

Permanent '19lp)rary 
Descriptim of Rec::oids Filin:J Dispositim Recm:ds Records 

& NARA Jct, Nunt>er Instructicn1 Instructia,s Sdtedule t Sdtedule # 

. a:,pies of 
subnittai or received 

~. Geological survey 
reg;illd.;i.Jlt'-Qil and gas q:,era­
ticn1 a, l.eaial Il"llian lards. 
Irclmes well 1 plUJglll':J 
19:X>Zds, productia, ....__...,,...IZ 
CXIDJllizatia, aal:eellE!!IT~an:I 
lease status zepod:s. 
cq,ies llBintained by ta;s as 
petDBUenl recxn:ds. 

20. NATigHfIIE OIL AND GAS I.ElWE 
DH> ft!lS1 Files cxn9ist of 
the bcni document irdicatin:J 
principal. an:l surety and other 
related papers. origi.nal 
bcn:Js maintained by caitraJ. 
Office. 

NARA JOB NUMBER________ 

16 BI.AM Release 1, 

ArranJe by locatim, 
then lease n.mt>er, 
then alpmbelically 
by last name or 
tribe. 

Aztange by locatim, 
then lease n.mt>er, 
then alplabetically 
by last name or 
tribe. 

OJt off at close 
of fiscal year 
in lltbich lease 
expil'es. Des­
troy after 4 
years. 

fat close 
year 

is 

Hold 
tD'ltil vol 
warrants: ret 
to FRC. Destroy 
10 years after 
cutoff. 

4619-T4 

4620-TJ 



RFAmY - 4600 

16 BI.AM Release 1, 

Descriptioo of Records 
& NARAJabNlmt>el:' 

21. 
. ists of 

interagerx.y agn!IE!IDl!llts bet:Glel!!R-_ 
U.S. Geological survey or 
an-eau of Mines am private 
fir.as to cxnmct r:esearch am 
assessment of mineral value en 
Inllan lands. Recmd copy 
maint:a.ire:I by O!ntral Office. 

NARA JOB NllmER Nl-75-89-1 

22. 'l'QWN wr USE PERMITS· 1e1p:>­
racy files cxn:,emirq use of 
lands :restricted fraa sale or 
lam for whidl it has been 
iq;:a:;slble to secure clear 
legal title. Irci.mes cq>ies 
of rent receipts, :related 
material am all other town 
lot use pennits. 

NARA JOB NUMBER Nl-75-89-1 

Pe:cmanent Tenp:>racy 
Filin;J Dispositic:rt Recm:ds Records 

Instructia,s Inst:ructia,s SChedule t Schedule# 

Arrarge by locatic:rt, cut off at close 4621-PS 
then reservatioo, of fiscal year 
then alphabetically in whidl stmy 
tiJ~lllllil~ is ocmpleted. 

Hold 5 years or 
•~a,...J(l,l,!lume 

warrants: ~::i'fll!L__ 

to FRC. Offer 
to NARA 20 years 
after retire­
;ment:,. 

Arrarge by locatim, cut off at close 4E-22..JMF 
then by town lot of fiscal year 
J'lUDtler. in 'Whidl pennit 

expires. Hold 3 
years or tmtil 
volume warrants: 
i:etire to FRC. 
Freeze reoords: 
destroy 5 years r fY1.. 
after ret.kra:a1t ~•~ 
cn:::e freeze is 
lifted. 



RFAUl'Y -- 4600 

Pennanent 'Iatp:)rary 
Descr.iptim of Records Filin;J Disposition Recotds Rea:,rds 

& NARA Jd:> NuntJer Instr:uctions Instructions Sdledule t Sdledule # 

ArranJe by location, rut off at close 4623-IJ.'2 
then by policy of fiscal year 
ra.mt>er. in 'Whidl policy 

is cancelled. or 
t.eminated. 
Destroy 2 years 
after cutoff. 

24. REAL ES'JME AfflW1:W, ,RERRl' ArranJe by legal rut off at close 4624-Pl.0 
filffi- Appraisal 1:ep01ts used descr.iptim. of fiscal year 
by Realty Officers in rap­ in whidl ap-
tia:tin;J leases, lard trans­ praisal ex-
actions, or for causes involv­ pires. Hold 10 
in:J litigatim. Irci.\Xles in­ years; r:et:lJ:a to 
ventories, lard assessments PRC vhen vol\118 
ard .iJrpravanents, incl\lli.rg --.yarrants. Offer 
reviews ard evaluations of 20 yearsT,,._.NAl~A 

appraisal reports. Record 
cq,y maintained by originatin:J 
office. 

NARA JOB Nll&Jf.R,._______ 

16 BI.AM Release 1, 

https://incl\lli.rg


ran;Jle
a:iunty atl__ 
Aeservatim r....~--

quad-

of BIA 

REA.. - 4600 

Permanent. Terp:>rary 
Deacriptim of Reoords Filirg Dispositioo Recx:JJ:ds Records 

& NARA Jct> NuntJer I.nstructi.ons Instructions SChedul.e t SChedul.e t 

MM JOB KNIE\, 

26. RML W1'A'ffl ftNR1' lffl'I CARP Deeb.at men 4626-TO 
llU§. o:ndsts of 111!1:rket superseded, 
data Cll :tec:Oided .real estate dlaolete or m 

_____ 

Arrarqe by lard 
of locatim. 

naps, 

11111ps, an:i aerial dx'l!cl!:it'BI~ 
mai for an,raisaJ. ard 
use planninJ pnposes. 

transactions mai for pre­
parin;J 8AJ:t'8isal lt!p>rt. 
Maintained at area an:i 
age.11cy. 

NARA JOB NUMBER,,_______ 

Destroy~ 4625-'l'O 
superseded, 
d:lsolete, or m 
la-qer mecled 
for :reference. 

l,..._. needed 
for ~~enc:,e 

16 BIAM Release 1, 



RFAUlY - 4600 

Descripticm of Recx,I'ds Filirq 
& NARA Jd:> Nud:>er Instructioos 

to 
ard devel.--­
lard. Recxml 
by • 

Arrarge by location 
cxxie. 

tal 
es 

name. 
28. Re$1KVATia.- l1'ND WE AND 

JliVPQ!Nlffl' PIAN fIIffi~ 
original t.racirgs, sepias, am 
mylars of design plans am 
a::nstructim plans for lam 
use develq:marts m In:lian 
:r:eservatirm. Record <Xll'Y' 
maintained by office of 
origin. 

NARA JOB NlJitBm.________ 

\ 
I 
I 

~ Te!rp:)rary 
Disposition Recxn:ds Recx,I'ds 

Instructi~ Schedule# Sdledule # 

OJt off at close 4627-PS 
of fiscal year 
in littddl stttly 
is CXlll)leted. 
lk>ld 5 years: or 
until volume 
warrants: ret.i.n! 
to FRC. Offer 
to NARA 20 years 
after mtire-
1111!11t. 

OJt off at close 4628-PS 
of fiscal year 
in wh.idt project 
lan is an-

p . lk>ld 5 
until 

volume Wil!~rtts 
mtire to 
Offer to NARA 2 
years after re­
tle:enent. 

16 BIAM Release 1, 



RFAI.nY - 4600 

Pennanent Tetp>rary 
Descrlptim of Rean:ds FilinJ Dispositim Records Records 

& NARA Job N\JntJer Instructims Inst:ructioos Schedule I Schedule t 

. Peri­
-...-.npnts stxJwiJq aaxm­
pl1.sl1111B¢s, statistical infor-
mtim ated 0011espad-
enoe, m all of real 
pa:cper:ty Files 
cart:ain infOJ."llll!ltim ~r,u:clil 
ac:quisitiom ard disposal 
lard, surface leases ard 
permits, oil ard gas ard other 
mining leases ard permits, 
lard plaming am real estate 
8A)raisal. 

NARA JOB RIIJIB\,_____ 

30. tppJ§ffJp mm- Proofs of 
heimhip extracted fr:an case 
files of .in:lividual In:Uans. 
Recmd cqJ)' naintained at area 
Title Plant. 

NARA JOB NUMBER.,_______ 

ArranJe alplabeti­
cally by i::eport 
title. 

Arran;J8 alplabeti­
cally by last name. 

a.rt:. off at close 
of fiscal year. 
Hold 5 years or 
lD'1til volUIII! 
warrants: retire 
to FRC. Offer 
to NARA 20 years 
after retire­
lD!!l'Jt. 

a.rt:. off 
of fiscal -•-­
in which case is 
c;:loeed. Hold 3 
years or until 
volume warrants: 
retire to FRC. 
Offer to NARA 20 
years after 
reti.J:ement.. 

4629-PS 

4630-PJ 

16 DIAM Release 1, 

https://ptoper.ty


RFAUIY - 4600 

Pennanent Tell'p)rary 
Descriptim of Recxnds Filirq Disposition Rscoros Raxnds 

&NJ\RAJci>Nlmt>er Instructims Instructicns Schedule t Schedule t 

..__lllilllll... cue files relatin;J to 
of deceased Ddians, 

ists of persa,s 
reoeivin} .....,~...... of hearings, 
depositims, wil mt.ice of 
hearilqs, listin:jB 
awmisals of inteJ:ests 
sesseli by the deceased, an­
nary of family history, other 
detemininJ heim, guanlian­
ship papers, final settlanent, 
anl related <X>Itespadence. 
Irdex to pni)a.te cases CX11-

tains name, allobient J"UltJer, 
date of death, date of deter­
mi.natim of heim, am file 
mni:Jer. 'lhese files nay be 
separate files or put of the 
Allobiert:. case Files. Recxnd 
OC4>ies naintained by age1cy 
office. 

NARA~ Nllmm,________ 

16 BIM Release 1, 

Arrarqe by locatim, 
then alpiabetically. 

art: off at close 
of fiscal year 
in whidl case is 
closed. Hold 3 
years or until 
vol\Be warrants: 
tetire to FRC. 
Offer to NARA 20 
years after 
cutoff. 

.. 

4631-PJ 

https://pni)a.te


RFA - 4600 

Description of Records 
& NARA Job Nunt>er 

Filirg 
Instruct.ia,s 

Di.sp:,sitiai
Instructia,s 

Permanent 
Records 
Schedule t 

'le1porary 
Records 
Schedule t 

Information 
file is 

sheets fzan 
File 

rarge unit 
allo 
heir, 
authority, 
cation l'UltJer, 
owned, ant stipulaticn a:xte. 
File is used to pnp.u:e 
liatirg of heirs en Irdian 
lan:ls by name. 

a. Printout/paper ex.pies of 
data used as J.eCO.td oq:,y 
by agency office. 

Anange 
then al 
by last name 
heir. 

OJt off at ad 
of fiscal )'l!m'. 
Hold 5 years or 

il volma 
: retire 

to FRC. Offer 
to NARA 2 
after cutoff. 

4632a-PS 

Wlltli:ll't,WfN 

b. Magnetic tape data. Arrarge as 
appxq,riate. 

N.spose of after 
third update 
cycle. 

4632b-'l'O 

1,,1 .J:Di'!,Wfff 

I> 

NARA JOB NUMBER 

16 BI.AM Release 1, 



RFAUIY - 4600 

Descriptim of Reoords 
& NARA Jd:> Nlmi:>er 

relatin;J to BIA Iepl.e-­
of Irdians m :re­

stricted in natters ca1-

oeming their tes in state 
am Federal ,__h. Recoid 
oq,ies maintained at •tle 
Plant. 

NARA JOB NlJmm,.______ 

16 Bl.AM Release 1, 

Filing 
Instructims 

~ runerically, 
imexalpiabeti­
cally. 

PeI1lenent 
Dispositim 
Instructims 

a.It. off at close 
of fiscal year 
of case closing. 
lk>ld 3 years or 
until vol\.1118 
warrants; rethe 
to FRC. Des~ 

Tenp:>rar:y 
Ret:x>Ids Ret:x>rds 
Sdledu.l.e f Sdledu.l.e f 

4633-'1'3 

_ 

30 years after 
cutoff. 

... 



RFh - 4600 

Permanent Tetporacy 
Descriptia, of Reoords Fili.n1 Disposition Recx>rds Recx>rds 

& NARA Joo Nuntler Instructia,s Instructia,s Sdtedu.le # Sdtedu.le # 

.34. 
ile inclmes regular ard 

townsi data that is received 
ftan the e plant. Infor-
nat.im is fran legal 
desciiptim of I within 
sectim, township, tnl~rcuqet._
of an area of both ard 
rie#Jt-of-vay. File smws 
resmvatim oode; rarJ;ie: 
township: sectim: lllltiple 
use (county) oode; meridian: 
rarqe east or west: township 
north or south; OCJlD1ty, state, 
an:l township name ard oode: 
subdivisim; block; lot: 
cross-refen!llOe resenatim 
code; am subdivisim name. 

a. Print.ruts/paper oq,ies 
used as recxn:d oq,y by 
title plant. 

b. Magnetic tape data. 

NARA JOB NUMBm'------

Arrarqe by 
resei:vatim code. 

Arrarge as 
awrq,riate. 

off at close 4634a-P5 
of f year. 
fk>ld 5 
until vol ,',lffl81'AW11 

warrants: ret. 
to FRC. Offer 
to NARA 20 years 
after rutoff. 

Dispose of after 4634b-'l'O 
third update 
cycle. 

16 BIAM Release 1, 

https://Sdtedu.le
https://Sdtedu.le


RFAI.:IY - 4600 

Permanent 'l'elp)rary 
Descriptim of Recxn:ds Filing Disposition Reoords Reoords 

& NARA Ja:, Numer Inst.ructims Instructions Schedule t Schedule# 

Infonatim m-...-c• this 
nioeived fran the 

were the data is 
cuig1essimal 

Aeoonl; prdJa files; recmd 
of sales; leases, rights--of­
way; deaths; deeds; 
CU.gI ssional, Presi 
ard secretary Acts; ant nNIDT" 

specified <bllnents. File 
shows extract CU'ltrol nmt>er, 
lard desct iptim by cparter 
sectim, township, :rarqe, 
tract reservatim code, tract 
nd:Jer, avm:age fractimal 
interest cx:mveyed, lard 
descriptim remark, nultiple 
use (cnmty) code, ard nester 
rese:rvatim code. 'lhese files 
are used to show a oarplete 
historical reootd mall 
Inlian lams. 

a. Printruts/paper cq>ies 
used as record~ by 
title plant. 

b. Magnetic tape data. 

NARA JOB NUMBER_________ 

Arrarge by reserva­
tim code, then by 
lam descriptim. 

Arrarge as 
awrq:>riate. 

.. 
a.rt: off at 
of fiscal year. 
Hold 5 years or 
Wltil voltnne 
warrants; retire 
to me. Offer 
to NARA 20 years 
after aitoff. 

Dispose of after 
third update 
cycle. 

4635a-P5 



- 4600 

Pennanent Tenp:>rary 
Descripticn of Records Fil~ Disposition Recx>rds Recx>rds 

& NARA Jd:> Nuntler Instructions Instructions Schedule I Schedule I 

art: 0 4636a-P5 
off' 
Hold 5 ~,......r_,.... WITHUftAWN 

wttil volume 
warrants: 1'l!t.ire 
to FRC. Offer 
to NARA 20 years 
after cutoff. 

Dispose of after 
third update 
cycle. 

-..-• Infonaticn in::ltded 
file is received fran 

the ti plants were it is 
taJmn fran icnal 
AecxJni, prdJa files, ieum:ds 
of sales, deeds, ified 
docunent:s, ani egal 
recxn:ds. File stXJWB 
cx:11tzol l'Ulb!r: doc:,WEOt , 
nwber ani date: owner r,eaer­
vaticn code: owner (alluboent.) 
l"J1llbar ani nmoe: grant.ur­
grantee code: relaticndtlp 
code: fract.icnal interest ac­
quil:al: ani IIBSt.er resm:vaticn 
code. Files are used to DBin­
t.ain inlividual legal uwnet'­
ship nn».ds an:l tribally­
owned lani. 

a. Printxm/paper aw used 
as ieum:d aw by title 
plant. 

b. Magnetic tape data. 

NARA JOB NlJtmm_________ 

Arrcn]e by locaticn, 
then alpiabetically 
by last name. 

ArrcnJe as 
awrq>riate. 

16 BD\M Release 1, 

4636b-TO 

https://IIBSt.er
https://grant.ur


REAllI'Y - 4600 

DescriptiC11 of Recx>Ids 
&NARAJci>Nlmt>er 

Filin} 
InstJ.'ucti.Cl'IS 

Dispositicm 
InstructiC11S 

• InfOI1111tiC11 
this file is taken fran 

vari legal lan:l ownership 
ani is received Cl1 

oodin:J fran agaey 
offices. File recxad 
type, ranJe \D'lit, 
code, rmqe mrl.t -~ 
acres, pmnittee nmne, 
identificatiC11 nJd:Jer, arullllti~ 
mrl.t m:nths, class, Inlian or 
na,-Irdian stip.tlatiCl'I oode, 
allobient nJd:Jer, acres, lan:l 
deacriptiC11 by cparter­
quarter, CXUlly oode, kin:l of 
lam, sectiC11, towrmhip, 
rmqe, ani stip.tlated DD!}'. 
File is used to prepare
lisliDJB shcwirq lard 
occupancy by locatiC11. 

a. Printout/paper cxpies used Arrarqe by locaticm, cut off a 
as :recmd cq,}'. then alpiabetically of fiscal 

by pennittee name. Hold 5 years or 
\D"ltil volume 
warrants: retire 
to FRC. Offer 
to NARA 20 years 
after a.rt:off. 

b. Magnetic tape data. Arrarqe as Dispose of after 
~rq>riate. third update 

NARA JOB NUMBER'------- cycle. 

Pennanent Tenp>rary 
Reoonls Reoo:ros 
Sdledul.et Schedule t 

4637a-P5 

4637b-'ro 

16 BIAM Release 1, 

https://Sdledul.et


RFA. - 4600 

Pe.ntanent '1elp>rary 
Descriptim of Recx:>rds Filin;J Dispositim Recx:>rds Recx:>rds 

& NARA Jd) Nunt>er Instructims Instructims Schedule t Schedule t 

tr m 
lttlo own I m the r:eser-
vatim. File 

mtim am provides 
with a methxi of 
lease inane, est:abliab.irg 
ownenlhip, debmnini.rg lard 
ard water usage, ard 
fUmi.shlnJ finan:,ial analysis 
for BIA ant tribal nar.agaDeut. 

ant historical 

a. Printout/paper c:iq,ies used An:mqe by 0lt off at ad 4638a-P5 
for reccm:l oopy. i:eservatim. of fisa!ll year. 

.. 
b. Magnetic tape data. Arrarqe as 11:isp:,se of after 4638b-'1'0 

awr.opr:iate. thh:d update 
cycle. ',,i / , yn'f 

NARAJOBNlJlmm 

ild 5 ym.rs or 1·111· :,,wlj 

vol\lllB 
• retin! 

to PRC. 
to NARA 20 
after cutoff. 

16 BI.AM Release 1, 

https://Sdledul.ef
https://Fil.i.nJ


RFAI.II'Y - 4600 

Permanent 'l'atporary 
Descript.im of Records Fil.irg Dispositicn Records Recx>rds 

& NARA Jci> NunlJer Instructims Instructims SChedule I Schedule t 

e 
in 

the e 
ocmains tim 
Cl1 In:lian lard 

Shows naaey <Xllpltati 
regardless of sex 

each lease. 

a. Printout/paper cx:,py used cut off at close 4639a-P5 
as record cx:,py. , then of fiscal. year. 

by Hold 5 years or 
\D1til volune 
warrants; 
retue to FR::. 
Offer to NARA 20 

V. t ! !'~O:AV~N 

after 

b. Magnetic tape data. ArraBJe as Dispose of a 4639b-TO 
apptqn: late. tN.rd up::late

cycle. .. ·,·N' 

NARA JOB NllmER'-----------

16 BU\M Release 1, 

https://Descript.im


~ - 4600 

Permanent Tellp:>rary 
Deacriptim of Recxn:ds Fil.i.rg Dispositim Records Records 

& MM Jd> Nuntler Instructims Instructims Sdledule # Sdledule t 

·~~~ 
for ~ard owners, 
ngaxdless o or age, who 
are the penni or graz.i.rg 
privileges ard for Inlian 
pennittees. File pmv 
autbarlzatim for graz.i.rg 
privileges m individual 
Inllan or tribal-owned lard 
fraa which payments are mde 
m yearly basis. 

a. Print:aJt/paper cx,pies used OJt off at close 4640a.-P5 
as naml cx:,py. cal.ly of fiscal year. 

name. ld 5 yeam or Cu~ 

.. 
b. Magnetic t.ape data. Arrange as Aispoee of after 4640b-'ro 

an:,i:op.r iate. thi:rd cycle. 

NARA JOB t«JMBER 

16 DIAM Release 1, 

voltme 
• retire 

to FRC. 
to MM 20 
after artoff. 

https://autharizat.im
https://graz.i.rg
https://graz.i.rg
https://Fil.i.rg


RFAUlY - 4600 

Penenent Teq>oraiy 
Descriptim of Recol:ds Filin;J Dispositim Records Reoxds 

& NARA Jct, NuntJer Instructia,s Instructims Sdledu.le t SChedule t 

41. 
al in 

this fil the 
ca 
Qxles Mamal.. I 
ani county 
county name, 
al:m'eviatim for all 
locatiais. 

a. Pr.i.nt:cut/paper cq:,ies used ClJt off at close 4641a-P5 
as recm:d cq,y. al of fiscal year. 

state·name 11:>ld 5 years or •;:1.1~;-; .WN 

county name. lD1til volume 
warrants; retire 
to FRC. Offer to 

20 years 
ff. 

b. Magnetic tape data. ~ as Dispose of a 4641b-'l'O 
c:aA>Iq,I iate. tlrlrd update 

cycle. Wl,11:..11,'.i"N 

..NARA JOB NlJi1BER 

16 BI.AM Release 1, 

https://Wl,11:..11
https://Sdledu.le


4642b-TO 

RF.t-.. . - 4600 

Permanent 'I'elrp:mlly 
Descriptia, of Recxn:ds Filirq Disp::,sition Records Records 

& NARAJd:> Nmlt:Jer Instructicns Instruct.lens Sdledule t Sdledule t 

-
tia, 
informatim. 

a. Printa.tt/paper c:x,pies used 
as recxml cx,py. 

b. Magnetic tape data. 

NARA JOB NllH!R..._______ 

43. INDIAN IMO RfXXR1;. Files 
incl\de lard descriptim, 
OlIIetlt ownership, prct,ate an:l 
title history of Inilan trust 
lard. Also incl\de :recm:ds 
c:xn:,emirg irdividuals who 
have reoeived averpayment(s) 
relative to land disp:,sal, 
leases, sales and rentals 
mintained by Title Plants. 
SUbject to the Privacy .Act 
tBIA-4). 

NARA JOB NUMBm,.______ 

OJt off at close 4642a-PS 
of fiscal year. 
Hold 5 years or 
until vol\lDe 

"Wan:ant:s; reti.n! 
to Offer to 
NARA 20 }'a!IRI......_ 
aft.er OJ.toff. 

At:Iauge as Dispose of aft.er 
apptaptlate. thh:d ~-

Arran}e alplabeti­ OJt off at close 4643-PS 
cally by last name, of fiscal year. 
then by lard Hold 5 years or 
descriptim. '111til volume 

war.rants: reti.n! 
to PRC. Offer 
to NARA 20 ~ 1 r<"" 
after-11:etina: ~ 

,...-at. 

16 BI.AM Release 1, 

https://Sdledul.et


REAUI'Y - 4600 

PenMnent Teqx>rary 
Descriptim of Records Filin} Dispositim Recx>rds Recx>rds 

& NARA Jd:> Numer Instructims Instructions Schedule# Schedule# 

44. INDIAN mm IAND PIF'JY?"ffi, Arran;,e art: off at close 4644-PS 
Files CD'ltain nmt.gage zecmds alpmbetically. of year in wi.ch 
ard ~ documents. amt.gage is sat-
&miect to the Privacy Act isfied. 11:>ld 5 
CBIA-12). years or until 

volume warrants: 
J:1!th'e to me.NARA .JOB ~~--------
Offer to NARA ~?1 _rr 
years after C...M"""- Or""'" 
zct.k d. ' 

Files CD'ltain awlicatims cally. of fiscal year 
ratDVal. or restrictims, actim ~ 

reoo•-~T" actim takal, arrl pletecl. 11:>ld 5 
related..._,~ imexes. years or until 

16 BI.AM Release 1, 

volume warrants: 
J:1!th'e to me. 
Freeze recmds: 
offer to NARA 20 
years after 
retii:ene It:. 



KV\00 AND•~ jRJRl'ATIOO - 4700 

Permanent Tenporary 
Descriptim of Recxn:ds Fili.RJ Dispositim Records Records 

& NARA Jd:> Nuni:>er Instructims Instructims Schedule# Schedule I 

1. IQD <D§IBRJQf .fflll!r1' 
llU§. Project case files 
i:elatin;J to the OCXlStnctim 
am naintenaooe of roads am 
bri&jes irci.tdinJ pzq,oeals,
q,eratinJ schedules, road 
easeuenb:t ani deeds, ri~-of­
way docunents, cost estimtes, 
pzogz zepozld, final state­
ments or fllWDBri.es of project 
costs, ooz1espxdenoe ani 
i:elated neterial. 

Arrarqe by project OJt. off at close 4701-PS 
rud:ler. of fiscal year 

of project OCJD-

pletim. Hold 5 
years or until 
volume warrants: 
zetire to me. 
Offer to NARA 20 _J ['___c, 
years after c..,~• 

-JGEM!:t.!lbl!l .t• 

Cl<lflHPIR' ArAr-1rja m1:'GR9laji­ Q,lteffatalGae 4702rll'S 
iodic zep,rts to cally, then by of fiscal. year. 

locatim. Hold 5 years or 
until vol\DB 
warrants: zetire 
to me. Desb.oy 
~o years after 
rutoff. 

16 BIM Release 1, 

https://fllWDBri.es


RlAOO AND 'lRANSIOim\TION - 4700 

1':!rmanent Tenporary 
Descriptim of Recxn:ds Filin:J Dispositim Recx>rds Recx>rds 

& NARA Jd> Nlmtler Instructia,s Inst:ntctims SChedule t SChedule I 

Arrarge by locatim. art: off at close 4703-1?5 
of fiscal year 

tial that project is 
, etc., cxmpleta:l. Hold 
special- 5 years or until 

volURB warrants: 
:i:eth:e to FRC. 
Offer to NARA 20 
year:& after re­
tu:anent. 

4. RlN> HUJB;T MM> fllffi. In­ art: off at close 4704-1?5 
elide tracinJs, blueprints, of fiacal. year 
profiles of road ard brictJe of project ocn­
ocnstructim projects, mser­ pletim. Hold 5 
vatim road maps, ard related years or until 
descriptia,s of routes. volURB warrants: 

..."'""......""' to FRC. 
NARA JOB tumm....______ 

16 BI.AM Release 1, 

.,...,J"'n NARA 20 

https://Descript.ia


R:W:5 AND 'IRANS8JRrATI~ - 4700 

Permanent Tenporaey 
Desc:riptim of Recxn:ds Filirg Disp:,sitim Recxn:ds Aecx>tds 

& NARA Jd> tbt>er Instructiais Instructia,s Sdledulet Sdledule I 

5. lllNE llMMCRY. File 
inclmes the follcwirg it.ens 
for r:oads m BIA lards: area, 
agacy and mservatim axle; 
r:out:e RJdJer, sectim; l1:l8d 
len;itb, cpllity axle; cost of 
seal coat by mile and sectim; 
class; ptwa:t type of ~ 
face: anzent and plamed l1:l8d 
surfaoe type; estinat.es for 
pl.anal c::bmJes; school bus 
usage code; status of l1:l8d 
sectim; ocunty sectim; 
state: average traffic; user 
berl!fit; plan benefit; ard net 
berl!fit. 

a. Printout/paper cq,y used Auanga by ai:ea tben OJt off at close 4705a-P5 
as re:xn.d cq:,y. then by 

resm.vatim code. 
of fiscal year 
of project CDlt-
pletim. Hold 5 
vears or until 
volume warrants: 
retire to me. 
Offer to NARA 20.., _,.. c­
years after c~ 

...rethanalt. 

tape file, dis­
pose of after 
thinl update 
cycle. 

16 BIM Release 1, 



RlNli AND 'IRANSKJRl'ATIOO - 4700 

Permanent 'I'ellp:>rary 
Descriptim of Rer:x>ms Filin} Dispositim Rer:x>ms Aeconls 

& NARA Job NuntJer Instructions Instructions SChedule I SChedule I 

6. lRIOOE INVlfflmx ll!B- File 
irolmes the follawin} itans 
for bridges m BIA lards: 
area, acJl!!IICY, reservatim, 
route, sectim, mile, p:,st, 
st.ate, ocu,ty, school route, 
year bJilt, st:ruct:ural. ctarac­
teristics and other st:ruct:ural. 
data, ocnlitim, of st.rucbn'e, 
estinatad r:aainin:J life, pm­
poaed bpn:,vaaent:s. 

a. Printout/paper copy used Atza.ge by area then aJt off at close 4706a-P5 
as recm:d copy. then of fiscal year 

reser:vatim. of project a::»-
pletion. fk>ld 5 
yea.rs or mtil 
volume warrants: 
retire to me. 
Offer to NARA 20 
years after c~ 

-I:et.ttetil!llt;.. 

tape files dis­
NARA JOB NlltBm pose of after 

thinl update 

16 BIAM Release 1, 



RY\00 AND 'IRANSroRI'ATIOO - 4 700 

Descriptioo of Records 
& NARA Joo Nunt>er 

!togi:am projects 
am related llB1t;_er Cl:l>ies 

16 BIAM Rel.ease 1, 

are at Federal ff~~~~ Hold 3 years or 
Administratioo. \Dltil volume 

warrants: retire 
to FRC. Destroy 

a. Reoot:d cq,y maintained by 20 years after 
Central Office. duplicate. 

b. other c:q>ies. Destroy when 00 
laqer needed 

NARA JOB NUMBER Nl-75-89-1 or reference. 

Filinj Dispositioo 
Instructioos Instructioos 

~ by locatim a.it off at close 
then time pericxl. of fiscal year 

of progi:am 
oarpletioo. 

Peimanent Tenporary 
Records Records 
Schedule# Sdledul.e # 

4707a-T3 

470~ 



IPl\00 AND TRANSJ:ORrATICli - 4700 

Descripticm of Recx>J:ds 
& NARA Jci> Numer 

8. 

am. nua 
:road c:x:nn:ntti 
naintenaooe activiti 
cx:m:a.i.n.i.nJ such informa as 
work pr:ogram status: anrmal 
S1:mam:y of :road cxnst:ructicm 
OCllpleted durirg the year, 
with \D'll.t cost: anrmal :road 
inventmy givirg classifica­ a.It. off every 3 
ticm of the roads syst:an am. years at close 
miles un:ler ma.int:enan::e: of fiscal year. 
pr:qxlSed. projects; recom of -----......_3 years or 
work pr:ogram; am. projects am. 
ci>liga.tions. 

a. Recx>J:d cqJ}" maintained by 
Central Office. 

i 
b. other oc:pies. I 

I 

NARA JOB NUMBER Nl-75-89-1 

Filirg 
Instructions 

Disposition 
Instructions 

Arran;Je du'tn>logi­
cally, then by 
Iep:n:t type or 
locaticm. 

until 
warrants: 
to FRC. 
20 years after 
retirem:!nt. 

Destroy when ID 
lager needed 
for :reference. 

Permanent Tenp:>rary 
Recm:ds Rea>Ids 
SChedule # Sdledule # 

16 BtM Release 1, 

n.,.,,,+.,;,,-.... 

4708a-T3 

4708b-TO 

https://classifica�a.It
https://cx:m:a.i.n.i.nJ


'lHJST FUNIE AND IIM - 4800 

Deecriptia, of Reour.ds 
& NARAJd>Nlmt>ez" 

1. 

stodcs 
OOl.1espCI 
retained by off 

2. '1HPN, 'JB§1' N;XXUfl'S GfJffflN, 
IfPD fUffi- o:nsist of 
leckjers soowirq debit an:I 
credit entries ircildin} 
aanmt nmtJer, previous 
balarx:ie, date of enb:y, 
descriptim, debit 811DD1t, 
credit annmt, lllE!IIDranium, an:I 
bal8l"D!. 

NARA JOB fflJmm,.______ 

Filin} Dispositia,
Instructia,s Instructiais 

Arnu1Je runerically rut off at close 
by aocnmt, then by of fiscal year. 
locatim. Hold 3 years or 

until Wl\De 
warrants: retire 
to PR:. Offer 
to NARA 20 years 
after Ietire­
ment. 

rut off at close 
of fiscal year. 
Hold 10 years or 
until vol\De 

m:._sll'ltS: retire 
Offer 

Pernenent Tenp:>rary 
Reour.ds Recxn:ds 
Sdledul.e I Sdledul.e I 

4801-PJ 

4802-Pl.0 

after 
ment. 

16 BIAM Release 1, 

https://Reour.ds
https://Reour.ds


FJ;eeze 

'lHJST FUNil3 AND IIM - 4800 

Parmanent Tenp:>rary 
Descripticn of Recx>rds Filirg Disp:sitiat Recmds Records 

& NARAJci>Nl.mt)et- Inst:ructiats Inst:ructiats Schedule# Schedule# 

toOC11Sist of 
Tt9asm:y by the 
blrsing Agent. -r--,1>-..:a-

is-

SF-1219, statanent of Al::X.~lt 
ability; an:i SF-1220, state­
ment of Transactiat .kxXlrXlirg 
to lg:>Lq>Liatiats, Furds, an:i 
Rleoeipt Aa:nmts. CW> site 
at.lilt 1ECX>ms. 

NARA JOB NllmER Nl-75-89-1 

4. IQ'lHLY CJD;XX RFIDIC!TTJATI~ 
IiI§TIJF FIJFS- CCllp.rt:er 
printatt shJwirg acxnmtin;J 
sy:dx>l, serial n.mber, an:i 
81IIJlD1t for all checks written 
for the In:lian services 
Special Disbursirg Agent. GNJ 
site au:lit records· 

NARA JOB ~ Nl-75-89-1 

16 BIAM Release 1, 

AnimJe dlrtn:>logi­
cally. 

once fteeze is 
lifted. 

AnimJe dlrtn:>logi­
cally. 

OJ.t off at close 
of fiscal year. 
Hold 3 years or 
mrt:.il volume 
warrants: retire 
toFRC. F,cwze 
np:mls; destroy 
6 years 3 nart:hs 
after i:etiranent 

OJ.to :t close 
of fiscal 
Hold 3 years 
mrt:.il volume 
warrants: retire 
toFRC. 
records: destroy 
6 years 3 nart:hs 
after retirenent 
once freeze is 
lifted. 

4803-TJF 

4804-TJF 

https://dlrcn:>logi�a.It
https://FT!fS-carp.rt:.er
https://RFnWCJJJJlITC'.fi


TRJST FUNll5 AND IIM - 4800 
(IIM - 4850} 

Descriptioo of Records 
& NARA Jab Nllntler 

':..~~~=n=:s=-=-===· o:rrt:ains .... for withdrawal of 
funds, copies of 

awlicati or surplus 
funds, client oer1t:ac:t reports, 
an:f related OOli:.r:esp:~e_n:,e. 
Also i.oolu:led am author •es 
for di.sbJrsement, vax:hers, 
royalty an:i productioo state­
ments, heirship data, dlarges 
of ~, SF 1047 (Public 
Voucher for Refunds) document­
irg payments/refunds, c:an:,el­
led checks, stop payments am 
other related doc::uments. 
Reccm:i cq,y generally retained 
at Area. SUbject to the 
Privacy Act (BIA-3). 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Filirg Disp:)sition 
Instructia,s Inst:ructiCl'lS 

Arrarge alpmbeti­ a.rt:. off at close 
cally. of fiscal year. 

As volume war­
rants, :cetire to 
FRC 5 years 
after probate 
am other 
actia,s am 
c:xmpleted. 
Offer to NARA 20 
years after 
retirement. 

Permanent TeDpmUy 
Records Records 
Sdledul.e t Sd1eclule# 

4851-PS 

https://alpmbeti�a.rt


'1HJST FUNil3 AND IIM - 4800 
(IIM - 4850) 

Pemanent Te!Tporary 
Descriptiat of Rec.x>J:ds Filin} Disposition Records Records 

& NARA Jci> Nuni:>er Instructioos Instructioos Schedule# Sdledul.e # 

~~~~~.C!!li~~~-

leci;Jers show­
deposits, am 

Arnm;Je alpiabeti­
cally. 

wi in} 

to NARA 20 ~­
after retire­
ment. 

b. other cq>ies/duplicates. Destroy ldierl 00 
lorger needed 
for reference. 

NARA JOB NUMBER Nl-75-89-1 

4852b-TO 

to imivi 
associatioos. 
generally 
SUbject to the Privacy Act 
(BIA-3). 

a. Recx>1:d oq,y. Cl.It off at close 
of fiscal year. 
Hold 5 years or 

il volume 

to FRC. 

4852a-P5 

16 B:IAM Release 1, 



'lHm FUNOO AND IIM - 4800 
(IIM - 4850) 

Descrlptim of Recm:ds 
&NARAJd:>Nlmb!r 

's 
111:n!Y• 
tim 
vouchers. 
Area. to 
Act (BIA-3). 

NARA JOB Nll4~,______ 

4. IIM llJPLICNffl Ml'Xki AND 
a;tnB>L RQ.UW. Cq>ies of 
postinJ an1 m1tml rec:mds, 
an1 worblheets. Maintained in 
Area. S\pject to the Privacy 
Act (BIA-3) • 

NARA JOB Nll4~'------

I, 
I 

16 BIAM Release 1, 

FilinJ 
Inst.ructims 

ArrcmJe alpiabeti­
cally. 

ArrcmJe alpiabeti­
cally. 

Permnent Tenp:>raiy 
Recxuds Recxmls 
Sdledul.e I Schedule I 

4853-PS 

4854-TJ 

.. 

Dispoeitia, 
Inst.ructims 

Cl.It off at close 
of fiscal year. 
As volume war­
rants, :retire to 
me after BIA 
audit or 5 years 
after cutoff, 
mi.chever is 
earlier. Offer 
to NARA 20 years 
after i::eti.J::e­
ment. 

Cl.It off at close 
fiscal year. 

Desiet,;JJ/ 3 years 
a11~f. 



'IHJST FUNIE AND IIM - 4800 
(IIM - 4850) 

PenBnent TEq>oraey 
Descriptim of Reccn:ds Filin} Dispositim Reccn:ds Reccn:ds 

& NARA Jci> Nunh!r Instructia,s Instructims Schedule t Schedule t 

s. IIM NAME IDI~ 'Ibis nester 
file amtains the names of 
inilvidJals ~ have an IIM 
accnmt. Showe ac:xnmt nn­
ber, census n.mber, allobli::!'i1t 
code, type of transactim, 
snbayency designatim. Infor­
natim m this negnetic tape 
file is used for nart:hl.y am 
semianmal IIM 1ep:,rts. 'nlpe 
na.intained 17.)r NISC. Nrject 
to the Privac.y Act (BIA-Jl • 

a. Print:cut/paper cq,ies used 
as taX>ld copy. 

OJt off wen 
superseded. 

Ana.ge alpiabeti­ Hold 1 year then 4855a-Tl 
cally. destroy. 

data 2 1ID1ths 
after cutoff. 

.. 

16 BIAM Release 1, 



'IRJST FUNOO AND IIM - 4800 
(IIM - 4850) 

Pennanent Tenp:>rary 
Descriptioo of Records Filin] Disposition Reoords Reoords 

& NARA Jci> Nl.mi:>er Instnlctions Instructions Schedule# Schedule# 

6. IIM BM.ANa: RHlARD EJJffl­
'lllis file oalt:ains a listin] 
of inlividual IIM aoc:nmt:s, 
refl~ the 1IDleY balan::,e. 
Irrlividual accamts are 
updated by deposit an:i with­
drawal data furnished by Area 
Office. File is used for 
aax,untin;J of IIM aoc:nmt:s. 
Magnetic tape maintained by 
Nl'SC. SUbject to the Privacy 
Act (BIA-3) . 

a. Printout/paper cq:,ies used 
as recxn:d oc:.py. 

Oit off at close 
of fiscal year. 

AnimJe alpmbeti­ lbld 3 years 4856a~ 
cally. after cutoff 

then destroy. 

48561.:F'1'3 

7. Q\S}I Q)IUCTI~ FII&S. AnimJe as Oit off at close 4857~F 
caisist of deposit tickets, awrq>riate. of fiscal year. 
official receipts, bills for Hold 3 years or 
oollectioo an:i checks written until volume 
to BIA for deposit to the U.S. warrants; retire 
Treasucy. ""' to FRC. Freeze 

records; destroy 
NARA JOB NUMBER Nl-75-89-1 5 years after ~t-~ 

PSt;b:ei&eRt cn:,e 
freeze is 
lifted. 

16 BIAM Release 1, 



'lKJST FUNilS AND IIM - 4800 
(IIM - 4850) 

PeI1lenent 'l'erlporary 
Descripticm of Records Filirq Dispositioo Records Records 

& NARA Jd:> Nunt>er Insb:uctia,s Instruct.ia,s Sdledul.e # Sdledul.e # 

for 

• 

of subsidiary 
to~na.'t":al 

Infonnaticm ~.!:='~~~ all 
financial such as 
deposits, • 
fer of f\.u'rls fran a,e _.._..""-­

to aJDther' cash bal 
repayments. Maintained at 
Area. 

a. Paper ocpies/printruts 
used as record c:q>ies. 

b. Magnetic tape data. 

NARA JOB NUMBER Nl-75-89-1 

Arrarge 
cally. 

Arrarge as 
awrq,riate. 

art. off at close 4858a-T3F 
of fiscal year. 

ld 3 years or 
\D1t volume 

WIHlBr.AWff 

records; 
5 years after 
retil:eueirt ax:,e 
freeze is 
lifted. 

Dispose of after 
third update 
cycle. 

16 BI.AM Release 1, 



'IHJST FUNOO AND IIM - 4800 
(IIM - 4850) 

Descriptioo of Recoros 
& NARA Jci> Nuni:>er 

files 0a1Sist of SF-215, 
Deposi1: •cket, maintained in 
deposit ........,co,,,__sequerx:,e. 
Shows date, • l"llllt>er, 
acxnmtinJ statioo, SWliX>.l, 
bank name am locatioo, 
acxnmtinJ symols am 
annmts, am deparbnent or 
agecy name am aclit:ess, 
anootated with batch l1Ulli:>er 
am date to verify bank 
deposits. 

NARA JOB NUMBER Nl-75-89-1 

FilinJ 
InstructialS 

.Arrarqe m.nnerically. 

Dispositioo 
InstructialS 

art: off at close 
of fiscal year. 
Hold 3 years or 
lDltil volume 
warrants: retil:e 
to FRC. Freeze 
recxn:ds: destroy 
10 years after 
reti:Ierent a10e 

freeze is 
lifted. 

Pe.ntenent Te!lpmlly 
Recol:ds Records 
Sdledule# Sdledule # 

4859-TJF 

,:, flflltAWN 

16 BIAM Release 1, 



IRRIGM'IClf AND lU-lER - 4900 

Pennanent Tenp:>rary 
Descriptim of Recoms Filirq Disposition Raxn.ds Records 

& NARA Jci> Nlmt>er nlSb:u'.:tiais Instructions Sdledule I Sdledule I 

1. RIVER ensm S'JVPJffl mm. 
stu:Ues m irrigatim, 
ecx:aanic, anlitia,s, an:I 
reaouroes at Imian i:,eser­
vatims located near river 
basins (adl as the Misaouri 
River Basin) , to be used in 
devalq:>i.n:J pzogzane for the 
ai:m. 

NARA JOB tulle\_____ 

then project nmi:Jer'.--..~-------· In::llde ocpy of 
ease ag:resmsnt for the 

project,~-...iptim am stn-
nm:y of project:, , :ranJe 
i:esoun:,es, sbdies, wa 
storage data, operatim am 
na1ntenarx:,e plans, sunmary of 
costs, finarx::ial plan, am 
related oonespcu:ls110e. 

NARA JOB tut~---......--

AITarqe by locatim. art. off at close 
of fiscal year 
sb.dy is~ 
pleted. Hold J 
years or \D'1til 
Wl\Be warrants: 
19tiretofRC. 
Offer to NARA 20 
years after 
cutoff. 

of fiscal year 
in which project 
is ocmpleted. 
Hold J years or 
\D'ltil volume 
warrants: ret.u,e 
to me. Offer 
t.c> NARA 20 years 
after i:ethie-

4901-PJ 

16 BIAM Release 1, 



IRRIGl\TICfi .AND :EOlER - 4900 

Permanent 'n!npC>r-tty 
Descriptim of Recm:ds Filirq Disposition RecOJ:ds Aea:>t:dd 

& NARA JdJ Nunh!r Instr:uctims Inst:ructims SChedul.e t SChedul.e f 

4903-TlFArrarqe by locatim, cut off at close 
ds of then by project of fiscal yaar. 
or ramt:Jer. Hold 3 years or 

irr Incl\ded until Wl\ala 
al.'8or ated warrants: retim 
CX>Il ica- to me. Fteem 
tims, . mc:m:ds: desbW 

20 years after 
NARA JOB cutoff cn:,e 

freeze is 
lifted. 

4. IRRIGATI~ .AND RJNllJt an,uu;- Ar:t cut off at close 4904-TlF 
Tia{ PRlJFrl' fflf.':i. Originals by of fiscal. year 
of ccrastructim projects, then by of project or»-
associated maps, su:rvays, dlrcn:>l pletim. Hold 3 

·~ sb.dies, am related oor:1es- year. 
p::111:ienoe. '!hey irclu::le his-
tories of projects am other 
relevant docunent:atim. 

or t.mtil 

"destroy 20 
NARA JOB tumm after cutoff 

cn::,e freeze is 
lifted. 

16 BIAM Release 1, 



IRRIG\TIW AND EQHim - 4900 

Deacriptia, of llecmds Filin;f 
& 11\RA Job Number Instz:uctiCl'lS 

6. IRRJGATI<lf MAPS MD lffMDliS. 
<l:lpies of 1111ps an:l drawinJs 
showin;J irrigated area, lam 
pupsed for restaratim, 
water drainage, buildiffJs, 
etc. 

11\RA JOB .HUl.'U-.,"-------

Dispcsitia, 
Instz:uctiaw 

Permanent 
llecmds 
Schedll.e t 

TellpJrary 
Recxm:ls 
Schedll.e t 

01t off at cloae 
of fiscal year 
of CXlll)letim. 
11:>ld 3 years or 
mtil WlU1118 
warrants: l:8tire 
to FR:. Offer 
to taRA 20 years 
after :ratire-
DIE!llt. 

4905-PJ 

Olt off at cloae 
of fiscal year. 
11:>ld 3 years 
t:tal offer to 

. Offer to 
20 years 

4906-PJ 

... 

16 BI.AM Release 1, 



IRRIG\TIOO AND RMm - 4900 

Permanent Tenp:>rary 
Descriptiai of Recm:ds FilinJ Dispositiai Recm:ds Records 

& NARA Jd:> NUntler Instructia,s Instructicns Schedule f SChedule f 

f01ecasts, .,....=-,a~ 

7. Arrarqe c:hrcn>logi­ art off at close 4907-TJ 
cally, then by of fiscal year. 
locatiai. Hold 3 years or 

plans, an:I relatEat:,ei:it._-es until volume 
pademe. warrants an:I 

retire to FR:. 
NARA '108 •-"&DI:,~------ Destroy 20 years 

after cutoff. 

e. IRRIGATIOf .RtiBl<i§. Periodic ArranJ8 by locatiai art: off 4908-PJ 
narrative an:i statistical then by tepw:l type. of fiscal ymr. 
upnts ai irrigatiai q,era­ Hold 3 years or 
tia,s, CD1Structiai an:I DBin­ until. volune 
tenarx:,e. warrants: retire 

to FR:. Offer 
NARA JOB NlMBl!R....______ to NARA 20 years 

after retire-
ment. 

9. AND .Arrarqe chrcn:>logi­ ~ off at close 4909-TJF 
~• Reoords "'11ich cally. of fiscal year.VUIII.G..LI 

water an:I power usage readi.rqs Hold 3 years or 
for amtaners services by tmtil volume 
project. 

NARA '108 NCIHR,_______ 
10 
cutoff once 
freeze is 
lifted. 

16 BIAM Release 1, 



IIIUGM'I<:fi AND K1Nm3, - 4900 

Permanent 'l'Ellp>rar:y 
Deacriptim of Aecxn:ds Filin:J Dispositioo Aecxll:ds Recxn:ds 

& NARA Jd:> lbit>et' Inst:ructia,s Inst:ructia,s SChedule f SChedul.e f 

10. AJ:1a11ge by case file OJt off at 4910-Pl 
nunt>er. fiscal year em 

ca1txacts an:I related papers of aocount 
grantin;J permanent water cloain:J. ~ld 3 

IBi6L C¥E fi!ffi. Files u•--­

OJt off at 4911-TlF
11. ~~~~~~=~ Arrar1J8 naaricallyW'UrITiffl- 1a.D.mts by custcne:r aocount. fiscal year ad 

ocnt:ainirq pcAIN!l' serv of account 
requests, agxeaneut:s, BAJli cloain:J. ~Id 3 
tians, CXl1tract:s an:I billing yeam or until 
rec:xn:ds. Maintained by office volUIW! war­
of origin. SUbject to the rants; retiJ:e to 
Prlyacy Act (BIA-261 • nc. Fmeze 

r.icjlts to irdividMsaJs, am 
legal case files involving 
irrigatim natters. 

NARA JOB IOI______ 

~l,laalCYI or until 
volumeie'CllmRlntt:s 
retiJ:e to nc. 
Offer to NARA 20 
years after 
ret:u:anent. 

NARA JOB l'I\.W'1ui:.ll'-.------

........ !!QQ&'!~: deetx<>y 
lt-wars after 
aitoff 
freeze is 
lifted. 

16 BIAM Release 1, 

https://ofacxu.mt
https://Aecol.ds
https://Aecol.ds
https://Aeco1.ds
https://l'I\.W'1ui:.ll


IRRIGl\'l'ICJ! AND K.MER. - 4900 

Permanent 'lalp:)rm:y 
Descriptim of Recxn:ds Filin) Dispositioo Recxn:ds Aecx>rds 

& NARAJd>lblt>e:r:- Inst:ructic:DI Inst:ructicms Schedule I SChedule t 

• Pe.ricdic nar­ Arrarge by 1:eport aJt off at close 4912-TJF 
st.atistical l:ep::,t ts type tta, dn:aD­ of fiscal year. 

ibu- logically by Hold 3 years or 
locatioo. until VOl'tlllB . warrants: reth:e 

to PR:. Fmer,e 
m:;mds: dest::my 
20 yaua after 
cutoff ance 
freeze is 
lifted. 

y lcn;ier needed. 
periodic billirqs to retain m site 
for power usage. until disposi-

NARAJOBl«Jmm 

.. 
14. IRRIGlm:Clf/RMffl a.E'JlJIR Arrarge runerically Cl.It. off at cl 4914-TJF 

NXXllfl' 1ft?R SIDIS AND by book n..mt>er. of fiscal year. 
6QfflW!ffl- ReaJrds which Hold 3 years or 
docunents receipt of natl.es until volume 
resultinJ fitlll cust:anar power warrants: r:etire 
billirqs, incltrlin;J rollect:i!oo to FRC. Fn'!leze 
fOJ:DB. record: destroy 

20 years after •NARA JOB Nll&R...______ cutoff ance 
freeze is 
lifted. 

16 BIAM Release 1, 

https://recxn.ds


IRRIGM'I~ AND RMm - 4900 

Pennanent Terporary 
Deacriptia, of Ream.dB Fil.irq Dispositia, Raxnds Reu>Ids 

& NARA Jc:i> Nunt>er Instructia,s Instructia,s Schedule f Schedule t 

aJt off at close 49~ 
of fiscal year. 
Hold 3 years or 
until volma 
warrants: retire 
to nc. Desb.oy 
10 years after 
cutoff. 

Anmge by location. 

of 
am 

NARA JOO 

16. IUIER. AND IRRI~~ 1«B aJt off at close 4916-'1'3 
me. Work otdm.s for mi- of fiscal year 
tine maintenn:,e of power in which wrlt is 
plant Sldl as light fixtures, CXJll)let.ed. ~ 
brll.d.irq npairs, etc. stray 3 years 

after cutoff. 
NARA JOO 

17. ~IL SURVE!S. stuiles of the Arrmge by locatia,, Place 4917-PJ 
irrigatia, ard cultivatia, then chrCl1ologi- inactive f 
potential of the soil in cally. ~ 
particular areas, irolu:lin} a 1:¥ a new smvey. 
dete:ndnation of the piysical Hold 3 years or 
characteristics of the soil, until volune 
c • 11paitim, ard ocn:lition of warrants: retire 
the native vegetation. to nc. Offer 

to NARA 20 years 
NARA JOO ?UmER after reth'e-

ment. 

16 BIAM Release 1, 

https://CXJll)let.ed


IRRIGl\TIOO AND fatlm - 4900 

Descriptim of Reco:l:ds 
Ii NARA Job Numer 

18. 
mm. 
eraaim CCl'ltrol -·----•il 
cxnaervatim inclt.ding 
arn,tat.ad base maps aharin;J 
erosim cxnlitim, tedmioal 
survey maps aharin;J typm of 
aoil, am naps aharin;J lard 
piq,oeed for restmatim ard 
water drainage. 

NARA JOB Nc:Mfl!J\_____ 

Permanent 'lerpJrar.y 
Filin:J 

Instructions 
Dispositim 
Instructions 

ReooJ:ds 
Schedule f 

le:xn:ds 
Schedule f 

ArranJe by looatim. OJt. off at cloae 4918-PJ 
of fiscal year. 
Hold 3 years or 
until VOl'I.DB 
warrants: ret:in 
to PRC. Offer 
to NARA 20 years 

-...ai~ retire-

• .ArnJal ard periodic then chrcn)logi­ of fiscal year. 
at all cally. Hold 3 years or 

until volume 
warrants: retb:e 
to FltC. Offer 
to. NARA 20 years 
after r:etb:e­
ment. 

16 BIAM Release 1, 

https://amotat.ed


IRRIGI\Tlaf AND 1U1ER - 4900 

Descriptia, of Reootds 
' NARA Jci> NUnt>er 

ability 
Iap,.y, 

21. IRRIGlllClf ~ CRfF 
IQ,lf.l.CM'IQ§. Files of 
COIIespcxdenoe aid lists 
relatirg to n:xlificatia, of 
q,eratiai am IIBintenance 
asaCSFIIHll m:ders. 

Fil.i.nJ Dispositim 
Inst.ructiCl1S Inst.ructims 

Arrarqe runerically <lit off at close 
by case, then by of fiscal year 
locatia, ani year. of case closin:J. 

Hold J years or 
1D1til vol\DB 
wm:nmts: retire 
to nc. n-r• 
m.q.ds: desb.oy 
10 years after 
aitoff on:,e 
frame is 
lifted. 

<lit off at close 
of fiscal year. 
Hold 3 years or 
uan~ volume 

after 
lifted. 

Pennanent 'l'E!rp)rary 
Records Reootds 
Schedule t Schedule t 

492()-ll'JF 

4921-'l'JF 

16 BIAM Release 1, 

https://Fil.i.nJ


IRRIGAT.IOO AND KJWm - 4900 

Pernene.nt Tenp:>rm:y 
Descriptial of Recmds Fili.DJ Dispositial Records Records 

& NARA Jct, NllltJer Instructiais Instructia,s Schedule t SChedule t 

22. 
Plarw far 

ArranJed by plan 
type. Recmd cq,y 

art: off at close 
of fiscal year. 

4922-TJF 

particular lands Mtained by offioe 11:>ld 3 years or 
relatively lCDJ period. 'Ibey 
incl.me a cr:q> hist:ary of the 

origin. \D"ltil volume 
warrants: retire 

lard giviDJ tha crqa that PRC. 
have been grown al the lard 
ard tha yield dJl:ained far 10 
each. aitoff Cl1lCe 

free7.e is 
NARA JOB lifted. 

-
23. 

ta.in a SlallllllY o 
data al long-term 
plans. 

NARA JOB 

Altanged by •Jllllllry 
type and loc:atial. 
Recmd cq,y JB.in-

by offioe of 

art: off at close 
of fiscal year. 
11:>ld 3 years or 
\D1til vollllll! 
warrants: retire . Freeze 

; destroy 

4923-TJF 

w~ 

.. 

•• 

f 
lifted. 

.. 

16 DIAM Release 1, 

https://Pernene.nt


. 

mJCATlat - 5000 
(CXlfl'INUD§ mJCATiaf - 5200} 

Pennanent 'lalp>rary 
Deacriptim of Aacmds Filin;J Dispositim Recx>J:ds Racards 

'NARA J<i> Inst:ructims Inst:ructims SChedule I sc:tMDlle I 

Arrarqe al.plabeti­ OJt off at close 5201JJ'5 
cally. of fiscal year . in Wli.ch loan is (,)~i\

repaid or can­
a. .ARllicati-......&.UL celled. C&ll:l'.oy 
b. ~ of agraaill!I¢ 5 yaam after 
c. AElccllllBdatims art:off. 
d. Client's aclJol.astic 

1,4ogress uepw:t:11 
e. Raceipt:s of payment 
f. RepD:ts of del.inp!nt 

payments 

16 BI.AM Release 1, 

https://C&ll:l'.oy


mJCATI~ - 5000 
(CXM'INlJIN'.; m.JCATI~ - 5200} 

Permanent 'latpXa:ry 
Descriptia, of Recm:ds FilinJ Dispositim Recm:ds Reo::,tds 

& NARAJcbNlmtleJ:' Instructia,s Instructiais Schedule t Sc::hedlle I 

2. HI<HB mJCATIClf GIWfl'/ 
SC1PUBIIIP CME Wffi­
ReooJ:d ocpy kept by office 
maJd.rg grant. Inclmes: 

a. AA>licatiai 
b. AwaJ:d 

ArranJealplabeti­
cally. 

cut off at clcse 
of school year 
in whidl case is 
closed. Hold 5 
years or until 
volume warrants: 
:rat:.u:e to PRC. 

5202-PS 

c. 
d. 

Reo:@ii&datia,a 
Sdlolastic or oth!r 

pttl(Jles& Ieput.t. (dces 
not incl.me traracript:s 
whidl are naint:ained 

Offer to NARA 20 J"'!_l'"' 
years after c.~dtr 
!Ctlti:: ! II.., 

e. 

f. 

urder 5417-PS) 
Recm:ds a, misuse of turds 

oroveipa}'lll!!ll 
Related cxn::r:espcnieuoe 

SUbject to the Privacy Act 
CBIA-22). 

NARA JOB ?UI~--------

16 DIAM Release 1, 



IDJCATION - 5000 
[a:Nl'INUING IDJCATION - 5200) 

Descriptiat of Reooros 
& NARA Joo Nunt,e:r 

3. ~ 

RIDJEST fT!E3. o:nsist of 
letters fran Inlian stooents 
requestirg finaooial. . 

4. ~ 
'1bese reo::>rds • to 
vocatiooal. oourses o,F""w..., v1i.., 

for adults am m:::lme _.,.,...--......_ 
material as nart:hly/anrual 
z:ep:,rts, imividual pI'Ogl:ess 
z:ep:,rts am z:elated cxn:Le­
spcnielioe. Reoo:cd copy 
maintained by office of 
origin. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Pennanent Tenp:>rary 
Realrds Rs:x>rds 
SChedule t Smedul.e # 

5203-TJ 

5204-PJ 

Filirg 
Instructia1S 

~ alpiabeti­
y. 

Arran;Je alpm>eti­
cally. 

Dispositiat 
Instructia1S 

OJt off at close 
of sdlool year. 

after cutoff. 

OJt off at close 
of sdlool year. 
Hold 3 years or 
until volume 
warrants; retire 
to FRC. Offer 
to NARA 20 years 
after retire-



fDJCATIOO - 5000 
(S(Jl)()L FACILITm; - 5300) 

Permanent '1'EllpmUy 
Descriptia, of ReooJ:ds Filin;J Dispositim Raxuds Rax>Lds 

&NMAJci>~ Instructiam Instructiam Schedulet Schedule t 

facilities. 

Arrarqe alpiabeti­ Olt off at close 5301-'1'5 
cally by sdlool. of fiscal year 

when printed 
cqJ}' is distri­

structi b.tted. Hold 5 
years or until 
volgne warrants: 

pmpoae of the ..,Pl....,...... retire to FRC. 
nurlty character cs, Destroy 25 years 
ecllcatimal. prl.la:q.tiy, after cutoff. 
facility .hplicatiam, the 
ptq,oeed ocmst:ructim ptU(Jl.mn, 
piysically-hardl.c :awed 
requirements, outl:in! of 
facilities am EUlllllllY of 
space requirements. 

NMA JOB tut~-------

2. SCHX>L BJJIHIQf1' P1ANN]K; Arrarqe by sdlool Q.rt: off at cb;ee 5302.JI'J 
lll,IS. 1hese files are l~tim. of fiscal year 
aoom11lated dur.in;J the ""81 final 
plami.nJ stages of eqnipnent decisim is 
needs for schools. Irci.tded reached. Hold 3 
are equipnent ~ am years or until 
justificatims, analyses of volume warrants; 
needs, m111eits a, equipnent retue to FRC. 
layouts, ard final decisions. Destroy 10 years 

after cutoff. 
NARA JOB NUMBER________ 

16 BIAM Release 1, 

https://plami.nJ
https://ptU(Jl.mn


EDJCATIOO - 5000 
(SCHX>L FACILITIES - 5300) 

Penllanent Tenporary 
Descriptia, of Reootds Fili.DJ Dispositia, Recxn:ds Records 

& NARA J<i> Nunt>er Instructims Instructims Schedule t Schedule t 

ArnmJe by project ClJt off at close 5303~4 
n.mt>er. of fiscal year. 

ams.LO,~. Destroy 4 years
tia,a after rutoff. 
estimtes of 
priority rankin;J __.....,__ 
Also inclmes any amm:l~!d 
legislatia, an1 ocpies o 
hearings or cxmnittee ...._.inr1r~ 

... 

16 BIAM Release 1, 



IDJQ\TIOO - 5000 
{SCH:X)L FACILITIES - 5300) 

Descriptia, of Rea.>tds 
& NARA Jci:> NUnt>er 

MASlm . '1his file 
data related to the 

classnxn lmin) capacity 
of other educa facili­
ties. '1he file re~Ca1 
ard ageey codes, b.li 
rulh!r, ocn.ptnt capacity 
school ani dormitory, bull 
cxn:litia, oode, b.lildmJ gross 
scp!I'e feet, year b.lildmJ 
c:xnrt:ructed, year b.lildinJ 
I1!RM1ted, nmt,er of teacher 
statims, ard roan net square 
feet. 

a. Printa.Jt:/paper cqJ}' used 
as n!IOOl.d cqJ}'. 

b. Magnetic tape data. 

NARA JOB Nllmm_________ 

16 BIAM Release 1, 

Filbq 
Instructims 

Arrarge by project 
mniJer. 

ArraRJe as 
awi:q,riate. 

Penenent Tenponny 
Dispositim Rea.>tds Records 
Instructims Schedule t Schedule t 

5304a~ 

.. 
Dispose of after 5304b-Jl'O 
third update 
cycle. 



mJg\TIQf- 5000 
{SCHX>L FACILI'l'IES - 5300) 

Descriptim of Recmds 
& NARA Jct, NuntJer 

In­
cluies 
spades110e f 
or camunity 
to the need for ard -......;~ 
Jllematia,s for a part 
facility. Files also i.oolme 
census surveys by sb.:dent 
populatim, teacninJ-statim 
~, ard analyaes of 
school reqiirements with 
m11ne1 ,ts an:l recx:mnerdaticns. 

FilinJ 
Instructia,s 

Arrarge by project 
J1UJlt::ler. 

Dispositim 
Instructims 

QJt off at close 
of fiscal year 
'When CXl'lStruc­
tim is an­
pleted. Hold 3 
years or ID1til 
Wl\1119 warrants: 
retire to PRC. 
Dest:nJy 10 years 
after cutoff. 

Pennanent Talp>rary 
Recmds Records 
Sdledul.e f Schedule t 

5305-'rJ 

.. 

16 BI.AM Release 1, 



mJCATIC. - 5000 
(SCHX>L OPmATICI§ - 5400) 

Permnent Talp:>rary 
Deacriptim of Recx,r:ds Filin;J Disp::,sitim Records Aecx>J:ds 

Ii NARA Jct, Nunt,er Inst:r.uctic:ng Inst:ructialS Schedule I Schedule t 

1. S'lUll!NJ' CASE fIJffi. Ioolmes: ArranJe al.plabeti­ OJt off at close 5401-PS 
cally. of school year 

a. Att:adance car:ds in which sbdent 
b. .AA>liart.im for enroll.ment graduates or 
c. Grade r:epotts/car:ds leaves school. 
d. Parental. ml!W!rd:s 'J.'ranafar file to 

(originals) ra, school 1.1JC11 
e. AdrlevaES It test ac:xn:es request: ot:het-

(ac:xn:es mly: destroy wise, hold 5 
booklets) years or mti1. 

f. Dlllllnimtim rec:m.ds volUlle warrants, 
g. O:!nsus card reti.r:e to m:. 

Offer to NARA 2~ re 
Nz:lect to the Priyacy: Act 
CBIA-221. 

years after C ~r 
,,..r:et:kl!IM!lat, 

NARA .Jm JUI~-----

,. 
2. S'lUll!NJ' CUE WP AITarge alJmbeti- Dest.rx,_y lhen 00 5402-'l"O 

(DJPLtC7Qffi\. 'lbe9e are cally. lager needed. 
tn>fficial infotmatim or 
cu1wnien:,e files that ocm.ain 
(q)licates of naterial such as 
a ebdl!nt's at:t:.ermn:,e recxn:d, 
grade Xepotts, etc. SUbiect 
to the Prlvacv Act (BIA-22). 

NARA JOB Nlfill~-----

16 BI.AM Release 1, 

https://AA>liart.im
https://RecOJ.ds


JD1CATIClf - 5000 
(SQIX)L OPERAT!ats - 5400) 

Permanent TEltp>rary 
Deacriptian of Recm:ds FilinJ Dispositim Reco:rds Aecoids 

& NARAJd:>Nunt>er' Irl!ltructicms Instructicms Sdledule t Sdledule t 

3. AtTanJe alp-tabeti­ 0Jt off at close 5403-PS 
mm- cally. of school year. 

li>ld 5 years or 
a. Individual. .-nrr,..~•.....n.!._ \D1ti1 volme 

tianal. f.iacal files warrants; mtire 
stments to PK:. Offer 

b. Invoices to NI\RA 20 years L r 
c. Cancelled dab after..1alal.e c..wf- d'fr-
d. Bank stataants 
e. 0:1>ies of deposit slips 

Ndect to the Privacy Act 
(BIA-22). 

NI\RA JOB "'-JS"KJCtll\.______ 

, then superseded. 
alp1abetically by .. 

ant schcol. 
achool am, ..
identificatim md)er am 
title. 

-- Jm tumm.,_______ 

16 8IAM Release 1, 



fWCATIClt - 5000 
{SCJIX)L OPERATIOOS - 5400) 

Descriptia, of ReooJ:ds 
& N1'RA Jci) Nunt>er 

5. -.eJ!t--tadlC,o • In-
cl... lWlllllill IE!l'.'B, 

Original 
which is 
nat.mJ locatia,. 

N1'RA J(m tu!~~----

6. IJfflABY CA11UXi flffi. cams 
show.in} aut:oors, titles sub­
ject, cross-refei::euoe, etc., 
ani imicatirq descriptive 
details hx:lmin} locatia, of 
it.ens on the shelves. 

NARA Jtm tu!~-------

Permanent Teq:,orary 
Filirq Dispositia, Reccn:ds Recx>J:ds 

Imtructia,s Imtructia,s Schedule f Schedule f 

Arrarqe chrcn:>logi­ OJt: off at close 5405-PJ 
cally. of ach:>ol year. 

Hold 3 years: 
or lD1til vol\lle 
vanants:retire 
to l'IC. Offer 
to MM 20 yaars 
after n!tixe­
ment. 

ArrmlJe as 5406-'ro 
cg>tq,tiate. rel 

have been 
penmmentl.y 
ralDYed fran the 
library 
oollectia,. 

7. MJDIQ-VISUM, Mlm!mAI,. In­ Arrarge as 
clldes slides, nr:,tia, pic­ aw,tq,1iate. 
tures, ptOtograPJS. original 
aily is rec:md oqJ}'. 

NARA JOB l'IUl'IDC,11\_______ 

.. 
OJt: off at close 5407-PJ 
of ach:>ol year. 

., 

Hold 3 years or 
until volume 
wan-ants: retire 
tom:. _o,t~s 
to NARA~ 
after rutoff. 

16 BI.AM Release 1, 



mx:;ATiaf - 5000 
(SCHX>L OPERATIOOS - 5400) 

Per:nenent Tellp)rary 
Desc:ript.im of Recx>zds Filin} Dispositim Recozds Reourds 

& NARAJc:i> NlBli:Jer Instructions Instructims Sdledul.e I Schedule t 

e. sam, HIS'lfflX fQICP-
Irolt.des name, locatim, size 
of reservatim wmre school is 
located, authority establish­
inJ school, date school 
q,aal, draiMge ard irri­
gatim features in vicinity, 
nmt>er of employees, narrative 
histoey of school, listin;J of 
brll.diDJS, legal descript.im, 
ownership of lam, ani related 
cm:1espc:..denoe. 

NARA JOB IUH!R....______ 

9. INDIAN SCHX>L nmI.JZATJClf 
PimWS CISEP) Olffl- catpl­
ter gaierated f011113 used for 
stment cnmt, eligibility am 
other factors which affect 
school bD_Jet. allocations. 

NARA JOB NCl&R....______ 

Arrarqe by locatim. Cllt off at close 5408-PJ 
of school year. 
11:>ld J years or 
l.D1til volume 
warrants; ietiJ:e 
to PK:. Offer 
to NARA 20 years 
after cutoff. 

Arrarqe as Cllt off at close 5409-'1'3 
awzoprlate. of fiscal year. 

11:>ld 3 years 
t.llerl destroy. 

16 BIAM Release 1, 

https://desc:ript.im
https://Desc:ript.im


EDJCATICH - 5000 
(SCHX>L OPERATICHS - 5400) 

Permanent 'l'eapn1Uy
Descriptia, of Reoords Filirg Dispositia, Records Rscar:ds 

& NARA Jct, Nunber Instructioos Instructioos Sdledule # Sc::tmlle # 

10. S'lUIIN1' ENROUMENI' SYSTJ!M art:. off at close 
(SES) FIJffl. CcllpJter of sch:x>l year. 
generated foms used for 
statistical pn:poses '11hidl 
show sb:dent name an:i address, 
sch:x>l, parent or guanlian, 
tribe, census roll nmiJer, 
family llllldJers, an:i other 
related infor:matia,. 

a. Original for:ms. Arrarge alphabeti­ Hold 3 years an:i 5410a-TJ 
cally. dest:toy. 

locatiai. t.hini update 
cycle. 

16 BIAM Release 1, 



EIXJCATI~ - 5000 
CSCHX>L OP.ERATI<:m - 5400) 

Pennanent Talparaey 
Descriptiat of Records Filin;J Dispositiat Rec:mds Recx>rds 

& NARA Jcb Nunt:>er Instructions Instructions SChedule # SChedule # 

_ 11. S'lUiffll' ATl'fflI\1\NCE REtqgS. ait off at em 
Atterdanoe :reports usa:l to of school year. 
develcp school census 
:r:epmts. '1bese do mt irx::11.de 
irdividual atterdance rec:mds 
in sb.:dent case files. 

a. Drily ard DDlthly Arrange ctira,ologi­ 11.)ld 3 years 5411a-'1'3 
atterdanoe :r:Ep.>rts. cally. then destroy. 

b. Anrual. scbx>l census ard Arrange alp:abeti­ 11.)ld 3 years; 54llb-P3 
atterdanoe sunmary cally by sc:hool name retire to FRC. 
:r:epmt:s. Reoo.td cq,y or locatim. Offer to NARA 
neint:ained by ltqea:::/ or 20 years after c..~ 
Area OIEP office. _, i:eti.naalIt I 

NARA JOB NUMBER Nl-75-89-1 

12. SCHX>L 'l'RANSRmATJ:Cfi REPCRr§. Arrange chrcn>logi­ ait off at close 
O:ndst of school vehicle cally. of sdlool year. 
:r:ep:,rts such as: 

a. Mileage ard maintenance. Destroy 3 years 5412a-'1'3 
Maintained by schools. after cutoff. 

b. .Aa::ident. Maintained at Destroy 6 years 5412b--'r6 
Area. after cutoff. 

16 BIAM Release 1, 

https://zep:n.ts
https://irx::11.de


Descripticn of Reicx>rds Filirg Dispositicn 
& NARA Job NuntJer Inst:ructioos Inst:ructioos 

Arrarge by locatia, Oit off at close 

narra'-&.Y'""""'l;a,A... 

iodic 
cal 

then dm:n:>logi­
cally. 

of school year. 

r:eports SllCIWl:IU 
plishments of edll&\1:1m 
ptcg:cans at each BIA~~ 
Recxn:d cx,py' retained at 
central Office. 

Hold 3 years or 
\D1til volume 
warrants: ret:.h:e 

a. Progt.am narrative t.o FRC. Offer 
ard statistical report. 
Recmd cx,py' retained at 

t.o NARA 20 years 
after retire-

central Office. 

b. IDcal periodic reports Hold 5~=-­
prepared en status/ 
activities of school 

then de!;;t:.n~ 

no laqer neE!!Cle~ 

EDJCATI~ - 5000 
(SCHX>L OPERATIWS - 5400) 

locaticns. for :reference. 

NARA JOB ~ Nl-75-89-1 

Pemanent Tenporary 
Records Recm:ds 
Schedule I SChedule # 

5413a-P3 

5413b-T5 

16 BIAM Release 1, 



EIXJCATIOO - 5000 
(sap:)L OPERATIOOS - 5400) 

Descriptioo of Rec:x>:rus 
& NARA Jd> NuniJer 

stat' 
stmies 
tioo of Irrlian 
BIA,lrxn-BIA schoo . 
cq,y retained at Central 
Office. 

NARA JOB NUMBER Nl-75-89-1 

15. mJCATICfi m:GWt AUDIT ~ 
FIUS. caisist of infomation 
aocunul.ated durin:J aullts of 
school qJeratia,s to assure 
accuracy, pzq,riety, am 
legality of the use of 
assets. Files in::l\Xie final 
aullt reports, responses, 
uJii,elt:s, reoc:mnernations, 
omza..tive action plans am 
related workin3' papers. 
Rec:x>l:d cq,y retained at 
CBttral. Office. 

16 BIAM Release 1, 

Pennanent Teqx:>rary 
Rec:x>l:ds Recnrds 
Sdledul.e # Sdledul.e # 

5414-PJ 

5415...JI'S 

Filin:J 
Instructia,s 

Arrarge as 
apprq,riate. 

Arrarge by school 
locatioo code. 

Dispositioo
Instructia,s 

art: off at close 
of school year 
in which survey 
is <Xllpleted. 
Hold 3 years or 
until volume 
warrants; retire 
to :me. Offer 
to NARA 20 years 
after retire­
ment. 

art: off at close 
~~X>l year
in.....,.,~ omzec-
tive acti 
aullt are cxm­
pleted. Destroy 
5 years fran 
rutoff. 



EllJCATIOI - 5000 
{SCHX>L OPERATIOIS - 5400) 

Descriptioo of Recx>rds 
& NARA Joo Nurlt>er 

16. 
GRAN!' CASE 
infonnatiai rela 
award of cxm:racts/grants 
activities authorized unier 
Public law 100-297. 

a. Part A Ccl1tracts/Grants. 

b. Part B Grants. 

Filirg 
Instructions 

Arrange by type of 
instrunent, then by 
sdlool locatioo 
code. 

Disp:,sitioo 
Instructions 

0Jt off at close 
of fiscal year. 
Hold 5 years or 
until volume 
warrants; retire 
to me. Offer 
to NARA 20 years 

after~~ 

Permanent Teltp:>rary 
Recx>rds Recx>:rds 
Schedule# Sdledule # 

5416a-PS 

__..----tH9!M!iR~l\r-iJOi:JetBt-!HIMl!iAt:IP'8SK-l)QliJc::-'l~5~-~89~-;;JJ!.---------------------------

17. S'1UIEff 'lRANSCMPI'. Official 
file cart:ainir:g a transcript 
which details a stu::lent's 
academic performan:::e by 
c::oirse. Inell.de secx:n:1ary or 
post-secx:n:my transcript 
material. File does oot 
irci\de in:lividual grade 
Iep::,rts or Iep0Lt ca:r:ds~ 
these 8l:l3 ircl\XJed in ~ 
Sb.dent case Files. SUbiect 
to the Privacy Act (BIA-22). 

NARA JOB NUMBER Nl-75-89-1 

Arrange by stu:lent 
surname. 

0Jt off when 5417-PS 
stoo.ent leaves 
sdlool or 
graduates. lbld 
5 years or until 
volume warrants; 
retire to me. 
Offer to NARA 20 
years after .:ce:=-. 
J;.id:taretAi. CcJ-~ 

16 BIAM Release 1, 

https://Inell.de


m.JCATION - 5000 
(SCHX>L OPERATIONS - 5400) 

Pennanent Terrp:>rcny 
Description of Reooros Filin} Disposition Reooros Reooros 

& NARAJcbNunt>er Instructions Instructions Schedule# Schedule# 

18. EXW'l'.UMAL gg;ro CME FIIES. 
Documents relatirg to the re­

Arran;Je alpia­
betically. 

art. off when 
sbxlent leaves 

ferral, evaluation, diagrx,sis school, seivioes 
an::l plaoemetrt: of a stuient in are tenninated, 
an exceptiooal category. In­ or placement is 
ell.de referrals; evaluation oot made. Rec­
sunmaries, psychological re­ ord of sb.l:lents 
ports, or similar diagoostic placed for~ 
reports; professiooal IE!p)rts vices ney be 
on diagnosis an::l n:icx:ullefda­ transferred to 
tions for plaoemes rt:; parental/ te0eivirg school 
guanlian ~s for test­ upa1 stment 
irg, plaoemet rt:, dcx::,nnpnt: re­ transfer. If 
lease or transfer, etc. ; prog­ stuient does oot 
ress sunmaries/1ep:n.ts; orig­
inal cq>ies of the Inllvidual 

transfer, follow 
procedures for 

&mcation Plogtam Plan (IEP) retitement to 
of seivioes provided an::l FRC. 
needed; other related dcx::u­
ments. SUbiect to the 
Privacy Act. (BIA-22). 

a. case files of sb.l:lents Hold 2 years 5418a-T2 
referred or evaluated, rut after cutoff, 
ll2t placed for seivioes. then destroy. 

b. case files of stuients Hold 3 years or 5418b-1.'3 
placed for sei:vioes. until voltnne 

warrants; retire 
NARA JOB NUMBER Nl-75-89-1 to FRC. Destroy 

10 years af1:_er .L I'> D 
l.'et:lleJlle.l ft... (.,(Al( ~· ctf"1'""' 

16 BIAM Release 1, 

https://sunmaries/1ep:n.ts


m,ga'IO{ - 5000 
(SCHX>L OPmATict§ - 5400} 

Permanent 'n!np:)rary 
Descrlpt.im of Aecm:ds FilinJ Dispasitim Aecm:ds 'Recm:ds 

& NARA Jd> Nunt>er Inst:r.uctiCl'IS Inst:r.uctiCl'IS sc::hedule t SChedule I 

19. DIDlVIlll\L J!DQTI<Jf B1XBM 
ClfiPl PIN§ MHCll«i cnP1f'B• 
0:nJists of teacher/therapist 
'WOl1c:1rg c:q,ies of IEP's for 
stments placed in an except:­
icnll category ard zeoeivinJ 
services. N>:lect to the 
Privacv Act (BIA-221 • 

An:tuqe as 
a,;p.q:riate. 

NARA JOB taltle\______ 

OJt off at erd 5419-Tl 
of each sc:h:>ol 
year. lk>ld 1 
year for 
l.'eferaace p.n:­
poaes, then 
desb:oy. 

.. 

16 BIAM Release 1, 

https://Descrlpt.im


m.JCATIOO - 5000 
(SCBX>L OPERATICH, - 5400) 

Permanent Tellporary 
Descriptia, of Recm:ds Fililq DispositiCll Recx>J:ds lexn:ds 

& NARAJd>Nmt>er Instructions Inst:cuctions SChedule t Sc:hedule I 

20. Itffl!HllVE Rl§lJfflJ1Nr QJJDAtq 
(IR;) fflDWf. lb:uEnts re­
latinJ to the referral, evalu­
atic:11, ard placaneut of a sbl­
dent in the lntalsive Residen­
tial Progl.a. Irci.ldas r:efez:­
ml.s: evaluatia, •mries, 
paymological 1epw:ts or s.iai­
lar diagnostic 1:epw:ts; pro­
fessional 1.epoi:ts a, diagrnds 
an:l IeCallll!l'dat.ons for ser­
vices; pannt:al/guanlian ap­
provals for eval.uatic:11, plaoe­
D!l'lt, doc,nnent Ielease or 
t:ramfer; pzog:tess mries/ 
1epo1ld; services plan; an:l 
other r:elated documents. 
SUbiect to the Privacy Act 
CBIA-22) • 

a. case files of sb.dents 
refened or evaluat.ed but 
DQt placed. 

b. case files of stments 
placed an:l reoeivin;J 
services. 

Alxarge alp1abeti­
cally. 

Olt off when 
sbl:lent leaves 
scflool, services 
terminate or 
pl8(81H¢ is mt 
lll!lde. 

Hold 2 years, 
then destroy. 

Hold 2 years or 
until volume 
warrants; retire 
to FRC. Destroy 
10 years after 
cutoff. 

54208-'1'2 

5420b-T2 

16 BI.AM Release 1, 

https://evaluat.ed


ErlJCATION - 5000 
Csum»1ENl'AL m:x:;RAMS - 5500> 

Peimanent Te!lp:>rary 
Desc:riptioo of Reoords Filin} Dispositioo Reoords Records 

& NARA Jcb NuniJer Instructions Instructions SChedul.e # Sdledul.e # 

1. (]fAP1'm. 1 PRmr!' fITES. <lxl­
sist of name of school, 
descriptioo of school, furc­
tiooal statements, SlllllDillY of 
sbdent needs, nmt>er of 
eligible sb.1:ients, staffirq 
~, staff traininJ, 
facilities/eqnipnent justi­
ficaticn, hD}et an:l Parent 
Advisory Cb.lrcil oertifi­
caticn. RecoJ:d ~ DBin­
tained at Central Office. 

NARA JOB NUMBm Nl-75-89-1 

2. QW'lJR 1 a:MPIAIN1' Uiffi­
CCl'lsist of documents aa::uru­
lated as a result of can­
plaints abrut expemiture of 
fums an:l irclu:Jes the can­
plaint OOILespotdel'D! an:l 
backgraJrn sb.nies of the 
project, investigations, 
f~, an:l related corre­
spademe. Ccl'lplaints are 
pc,tential. ocmt cases. Reoozd 
~ DBintainErl at Central 
Office. 

NARA JOB NUMBER Nl-75-89-1 

.Arran;Je by locatioo 
then c::tlrcn>logi­
cally. 

.Arran;Je c::tlrcn>logi­
cally, then by case 
l1lD'liJer or name. 

art: off at close 
of fiscal year 
in which project 
teminates. Hold 
J years or until 
volume warrants: 
retiJ:e to FRC. 
Desl:roy 5 years 
after cutoff. 

art: off at close 
of fiscal year 
in which can­
plaint is re­
solved. Hold 3 
years or until 
volume warrants: 
retire to FRC. 
Destroy 5 years 
after wtiw-

.,ment. cc.d--afP 

5501-'1'3 

5502-'1'3 

16 BIAM Release 1, 



EDJCATiot - 5000 
(SUPP1DJENrAL PA:X;IWf; - 5500) 

Penna.nent 'lalpe>rary 
Descriptim of RecOJ:ds FilinJ Disp:,sitiCl'l Records Reocn:ds 

& NARAJct>Nlml:Jer InstructiCl'lS InstructiCl'lS Sdledule I SChedule I 

, 

Affarge by locatim 
then chra'X>logi­
cally. 

nmber ilGYees of 
weeks savi ided 
to irdivi 
sb.dents' b 
other infornatiCl'l 

a. RecOJ:d ocpy DBintained at 
O:!nb:a.l Office. 

b. Infonation ocpy m.in­
tai.ned at Area Office. 

NARA JOB Nlllem.._______ 

0Jt off at close 
of school year 
in lthich :r:ep:,rt 
is OC11pleted. 

Hold 3 yeam or 5503a-PJ 
until volume 
warrants, retire 
to me. Offer 
to NARA 20 yeam 
after :retire­
ment. 

5503b-'1'2 

.. 

16 BIAM Release 1, 



EDJCATIOO - 5000 
(SUPPUMEND\L ~ - 5500) 

Permanent 'l9lpJraIY 
Descriptia, of Aecottb:J FilinJ Dispositia, Aecoids Aecoids 

& NARA JdJ Nunh!r Instructims Instructims Scnedule t Scnedule t 

4. Tl'l'IB IV fiffi~ Dxunents in-
clme the aR)I'OYed project/ 
nqmst for t\Jrdirg, advioe of 
allobia1t, l::IUl:l;Jet, finan::::ial 
t.ransactiais, I1!!POl:ts an:i 
J:el.ated cm:IespadellOB. 
Maintained at school. 

.Arrarge chrm:>logi-
cally. 

NARA JOB NlMBl!J\______ 

5. 'lTl'lE yn -
'l'I(Ji mm-

RTJiOOJN, IDQ­
OJr&ist of 

.Arrarge chrm:>logi­
cally. 

~ project, advice of 
allobiaJt, l::IUl:l;Jet, finan::::ial 
t.ransactiais. Maintained at 
school. 

rut off at close 5504-T4 
of schx>l year. 
Dest.toy 4 years 
after cutoff. 

rut off at close 5505-'1'4 
of schx>l yaar. 
Desb:oy 4 years 
after cutoff. 

16 BIAM Release 1, 



mJa\T!Cfi - 5000 
CSUPPUME.Nl'AL ~ - 5500> 

Descriptim of Records 
& NARA Joo Nunt,er 

6. 

state Plil:IJS 
terirq ~dlri!al:-0 
f\n'ds received UK~l(l 

tracts with the BIA. denti­
fies method am extent o 
payments, eligibility criter 
for schx>l districts am stu­
dents, general furn SlJR)Ort, 
special services, recm:ds am 
1eports, b.d;Jet am 0a1tract 
procedures, costs, am special 
anlitiais, am other infonna.­
tim as required.. '1he state 
Plan File irx:lm.es plans f:ran 
each school district with 
estimates of JCJtt Fums 
required.. 

NARA JOB NUMBER Nl-75-89-1 

16 BIAM Release 1, 

Filirq 
Instructia,s 

Arrm¥Jed alpm,eti­
cally by state. 

Dispositim 
Instructia,s 

art: off at close 
of fiscal year. 
li>ld 3 years or 
until volume 
warrants: Il!tire 
to FRC. Destroy 
6 years after 
retirement. 

Permanent Tenporary 
Reco.l:ds Recoms 
SChedule # SChedule # 

5506-'1'3 

https://irx:lm.es


mp;ATJ:af - 5000 
{SUff'IIJfflf.AL IKX;RAKS - 5500) 

Permanent Teq>orary
•, -beacript.im of Reoot:ds Filhq Oispositioo Recmds Aeex>rds 

& NARAJcbNUntJer Instructims Instructims Schedule t Schedule t 

1. Jalalt:O'PWlfiY lCl S'D\TE 
NfflAL lG9<f FJ1§. Reports 
are pn!pll:l!d by stats allca­
tioo agen::ies and cart:ain 
statments of reoaipt and 
expaditure of .JCM f.\Jrds. 
Expendituna are shown by 
CXU1ty for each type of 
9al'Vioe. Sb.dent at.t.amnce 
CX'ILl>M"llD'IB between all 
sbdants and Jal stments are 
shown for each au,ty. Tax 
rates and asaesaed valuatims 
are shown for eadl CXUJty. 
Jal enmllments a:r:e shown by 
grade ard by age. 'J.heae files 
a:r:e used to dJtain statistical 
infcmatim for zep,zts. 

NARA .JOB IUIEBl______ 

Arrarqedalpmbeti­ 01t off at close 5507-'1'6 
ca.lly by locatim. of fiscal year. 

Destroy 6 years 
after cutoff. 

16 BIM Release 1, 

https://beacript.im
https://SUff'IIJfflf.AL


F.WCAT.Io.l - 5000 
(SUPPIJ!MENrAL .PRX;RAM; - 5500) 

PernBnent Teqx>rary 
Descriptim of Recor:ds Filirg Dispositim Reoar:ds Reool'ds 

Sdledu.l.e t& NARA Jci> Nunt>er Instructicns Instructicns Sdledule t 

. 
scrt-0 e'f <Xll1tracts withstates _._..__.,., a:lu-

catim Im!hlrs lie 
achx>ls, 
al. Ra:md 
omtractirg 

b. Official recozd copy. 

NARA JOB tu1BER ------

Arrarge by contract OJt off at close 
n.mt>er. of fiscal year. 

wta, m 

for referenc:ie. 

Hold 3 years or 
until volume 
warrants: retire 
....""-- ....... offer 

20 years 

5508a-TO 

5508b-PJ 

•I 

16 BINI Release 1, 



--

EWCATION - 5000 
(stJPJ?IDElrAL PR:X;RAM5 - 5500) 

Permanent TEll:p:>rary 
Descriptim of Rea:n.ds Filirg Dispositim Rea:n.ds Reu>lds 

& NARA Jd:> Nt.mtler Inst:ructia,s Inst:ructicns Sdledule t SChedule t 

9. M:lfl:'RRil«; Rf.iNQ$. D:x:uments Arrarge by locatim. OJt off at eni 
relatirg to narltorirg cxn­ of fiscal year 
cl.lcted to evaluate a progtam's in which 
prugtess, ac:tdEM!ID!!l1t of COI:r:ective 
ct,jectives, attairnent of act.ia,s are 
aanem:lr✓ckmnitory stan:latds, c:arpleted. Hold 
fiscal expen:lit:UJ:es, etc. 3 years then 
Incllde reo 1111adatims, dest:toy. 
firdi.rgs, follawi-up an:1 
pr0CJ1.ess LEp.>zts m cmrective 
act.lens. 

I 

I ' 

16 BI.AM Release 1, 

https://Rea:n.ds
https://Rea:n.ds


BIA Permanent Items Location 

Item Number 

1201-pJ 
1204a-p5 
1204b-p5 
1205-pJ 
1207-p3 
1236-p5 
2406-p3 
3201-plO
3202-p? 
330la-p5f 
3302-p3 
3401-p5 
3505a-p3 
3506-pJ 
3507-pS 
3508-p3 
3603-pS 
3604-p3 
3704-pS 
3715-pS 
3716-pS 
3717-pS 
3718-p5 
3719-pS 
3720-pS 
3721-p5 
3723-p3 
420la-p3f 
4303-pS 
4304-pS
4305-p3 
4506-pSf 
4512-pJ 
4514a-p5 
4606-p3 
4613-pJ 
4615-p2 
4616-pJ 
4637a-p5 
4643-pS 
4644-pS 
4701-pS 
4705-pS 
4706-pS 
4901-p3 
5202-pS 
5401-pS 
5403-pS 
5407-p3 
5408-pJ 
54llb-p3
5417-pS 

Location 

Central Office 
Central Office 
Area 
Area 
central Office 
Area 
Diff 
Central Office 
central Office 
Area & Agency 
Area 
Area & Agency
Academy
Academy
Academy
Academy
Central Office 
Central Office 
All 
Central Office 
Central Office 
Central Office 
Central Office 
Area 
All 
Area 
All 
Agency
Area 
Cent:-ra-1 0-f-f-ice-- -­
Central Office 
Agency
Area 
Central Office 
Title Plant 
Title Plant 
Title Plant 
All 
Area 
Title plants
Title plants
Area 
Central Office 
Central Office 
c.o. & Area 
Area 
Area & Agency 
Schools 
All 
All 
School 
Schools 



APPENDIX 1: BIAM 16 Items Withdrawn (GRS) 

Item Number 

0109-t4 
Ol14a-t3 
0114b-t2 
1211-t2 
122la-t3 
1221b-t6 
1223-tJ 
1232a-to 
1232b-t3f 
1234a-to 
1234b-t3f 
1240a-p5 
1240b-t5 
2302-t3f 
2303-tJf 
2308-tlO 
2309-tlO 
2310-tlO 
2312-t3f 
250la-tl 
250lb-t4 
250lc-t0 
2503-t3f 
2504a-t3f 
2504b-t0 
2513a-t2 
2513b-t0 
2514a-to 
2514b-t3 
2520-t3f 
2527-t3f 
2602a-t5 
2602b-t0 
2608a-t5 
2608b-t0 
2610-t3 
2611-t3 
2612-tO 
2613-p3 
2738b-t0 
2853-tJf 
2907-t3 

4858a-t3f 
4858b-t0 
4859-t3f 

Series Title 

Employee Travel Files 
Annual Records Report
Annual Records Report
Forms and Reports Numerical File 
Freedom of Info. Act Request Files 
Freedom of Info. Act Request Files 
Privacy Act Records svstem 
Internal Audit Case Files 
Internal Audit Case Files 
GAO Audit Coordination Files 
GAO Audit Coordination Files 
Records Disposition Forms 
Records Disposition Forms 
Bid Files 
Unsolicited Proposal Files 
A&E Contracts 
Indian Self-Determination Audit Files 
Service Contracts 
Contract or Purchase Transaction Files 
Accounting Master File 
Accounting Master File 
Accounting Master File 
Accounting Officer Designee
Certificate of Settlement Files 
Certificate of Settlement Files 
Status of obligations Files 
Status of obligations Files 
Transaction History Files 
Transaction History Files 
Journal Voucher Files 
Fund Distribution Document Files 
student Payroll Files 
student Payroll Files 
Year-to-Date Pay History
Year-to-Date Pay History
Waiver of Claims 
Firefighters W2's 
Check Issue Listing
Employee Conversion Case File 
Bond Master File 
Purchase Order Files 
Employee Personal Injury case Files 

General Ledger Detailed Listing
General Ledger Detailed Listing
Individual Indian Money Deposit Ticket 
Files 

Comment {j,, f!.'S) 

9/4a 
16/4a 
16/4b 
16/3a 
14/11-12 
14/11-12 
14/21-22 
22/2 
22/2 
6/5b 
6/5b
16/2a 
16/2a 
3/5a-d
3/5a-d 
3/3a 
22/2 
3/3a
3/3a
7/2 
7/2 
7/2 
6/5 
6/Ja 
6/3b 
7/3 
7/3 
7/4a 
7/4a 
7/4
5/3 
2/1 
2/1 
2/1 
2/1 
6/11 
2/18b
2/13a-b 
1/la 
2/7
3/2a
1/31

1/21 
7/4 
7/4
6/la 



APPENDIX 2: BIAM 16 Items Withdrawn (Non-GRS) 

Item Number 

2220b-t0 

3710a-p5 

3710b-t0 

3710c-t4 

37lla-p5 

37llb-t3 

37llc-tl 

3712a-p5 

3712b-t0 

3712c-tl 

3718-pS 

3719-pS 

3720-pS 

420la-p3f 

420lb-t2 

4612-pS 
4632a-p5 

4632b-t0 

4634a-p5 

4634b-t0 

4635a-p5 

4635b-t0 

4636a-p5 

4636b-t0 
a-

4637b-t0 

4638a-p5 

4638b-t0 

4639a-p5 

Series Title 

IRMS System 

Navajo Membership Files 

Navajo Membership Files 

Navajo Membership Files 

Judgement Roll System Files 

Judgement Roll System Files 

Judgement Roll System Files 

Per Capita Membership Master Files 

Per Capita Membership Master Files 

Per Capita Membership Master Files 

Liquor Ordinance Case Files 

Taxation Case Files 

Abuse Investigation Case Files 

Indian Business Development Files 

Indian Business Development Files 

Cadastral Surveys 
Range Heir File 

Range Heir File 

Master Land Description File 

Master Land Description File 

Land Chain of Title Plant Files 

Land Chain of Title Plant Files 

Individual Chain of Title Files 

tndividual Chain of Title Files 

Range Land File 

Indian Land Information System 

Indian Land Information System 

Lease Distribution System Files 

Change 

reschedule 
system 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
no records 
found 
item needs 
modifying 
item needs 
modifying 
BLM records 
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system 
reschedule 
system 



4639b-t0 Lease Distribution System Files reschedule 

4640a-p5 Range Permittee Payment System 
system
reschedule 

4640b-t0 Range Permittee Payment System 
system
reschedule 

4641a-p5 LRIS Geographic Location Directory 
system 
reschedule 

464lb-t0 LRIS Geographic Location Directory 
system
reschedule 

4642a-p5 LRIS Reservation Directory 
system
reschedule 

4642b-t0 LRIS Reservation Directory 
system
reschedule 

5416-pS Public Law 100-297 grant Case File 
system 
no records 
found 



IS
APPENDIX 3: Changes to BIAM ~ Dispositions 

Item Number 

0112-t0 
1212-t0 
1216-t5 
2538b-t0 
2540-t3f 
2541-t3f 
2542-t3f 

2543-t3f 
2544-t3f 
2545-t3f 
2737-t3 
2739b-t0 
2807-t0 

2812a-t3 
2822-t0 
2825-t3 

--2903-t5 
~--2904a-t5 

330lb-t2 

4202b-t3 
441lb-t5 
4414-t3f 

4415-p5 
4416-t5f 
4417-t5f 
4420-t3f 
4421-t5f 
4508-p3 
4509-t3f 
4606-p3
4613-p3 
4615-p2 
4616-p3 
4622-t3f 
4857-t3f 
4901-p3 
4918-p3 
4923-t3f 
5201-t5 
5402-t0 
5408-p3 
5415-t5 
5501-t4 
5502-t4 
5507-t6 

5509-t3 

Series Title 

Directives Reference Copies
Forms and Reports Register 
Mana~ement Improvement Case Files 
Certificate of Deposit Files 
Advice of Collections Files 
Statement of Receipts Files 
Unappropriated Receipts Trial Balance 
Files 
Special Disbursing Agent Files 
Trial Balance Files 
Reconciliation Statement Files 
Health Insurance Files 
Personnel Action Files 
Property Transaction Source Document 
File 
Board of Survey and Loss or Theft Files 
Ke¥ Control Files 
Mail Sampling Report Files 
Emergency Planning Case Files 
Emergency Test and Exercise Files 
Employment Assistance Case Files (No 
Services) 
Indian Loan Case Files 
Analysis of Obligations Report 
Financial Statements of Indian Lumber 
Companies 
Maps, Forestry Manuscript or Annotated 
Agencr Fire Control Plans 
Individual Fire Report 
Timber Trespass 
Fire Trespass 
Range and Wildlife Maps Files 
Extension Case Files 
Plat Books, Land 
Maps and Plans, Land 
Land Acquistion Maps Books 
Land Right-of-Way Files 
Town Lot Use Permits 
Cash Collection Files 
River Basin Studies Files 
Soil and Moisture Conservation Maps 
Long Term Cropping Plans Summary 
Education Loan Case Files 
Student Case Files 
School History Folder 
Education Pro~ram Audit Case Files 
Chapter I ProJect Files 
Chapter I Complaint Files 
Johnson O'Malley Act State Annual Report
Files 
Monitoring Reports 

Change 

combined 
combined 
combined 
+2 years
+2 years 
+2 years
+4 years 

combined 
+4 years 
+2 years 
-1 year
+1 year 
combined 

+5 years 
contingent
+2 years
+2 years 
+2 years 
combined 

-6 years
-15 years 
now definite 

+15 yrs NN 
now definite 
now definite 
now definite 
now definite 
+17 yrs NN 
freeze disp. 
+18 yrs NN 
+18 yrs NN 
+18 yrs NN 
+18 yrs NN 
+2 years 
+l year 
-10 yrs NN 
+17 yrs NN 
-10 ¥ears 
combined 
contingent 
-5 yrs NN 
-2 years 
-2 years 
-3 years
+l year 

combined 




