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Inst COMMON RECORDS

Federal Bureau of Prisons: Record Group 129

Federal Correctional Facilities: (Federal Prison Camps, Correctional Institutions, Detention
Centers & Penitentiaries)

COMMON RECORDS TO CORRECTIONAL FACILITIES OFFICES:

1.

CHRONOLOGICAL OR READING FILES
Copies of outgoing correspondence maintained for reference.

Cut off: Annually (calendar year)
Disposition: Temporary. Destroy when 3 years old.

REFERENCE OR SUBJECT FILES
Reports, articles, memoranda and other documentation created, acquired or maintained for
program development and ease of reference.

Cut off: Annually (calendar year)
Disposition: Temporary. Destroy when 3 years old.

REVIEW FILES
Records created and maintained in anticipation of program (external) and operational
(internal) audits of an office's functions and activities, and copies of previous reviews.

Cut off: Annually (calendar year)
Disposition: Temporary Destroy when 3 years old.

ELECTRONIC MAIL AND WORD PROCESSING RECORDS.

Electronic copies of records that are created on electronic mail and word processing systems
and used solely to generate a recordkeeping copy of the records covered by items 1-3. Also
includes electronic copies of records created on electronic mail and word processing systems
that are maintained for updating, revision, or dissemination.

A. Copies of records covered by items 1-3 that have no further administrative value after the
first record-keeping copy is made. Includes copies maintained by individuals in personal
files, personal electronic mail directories, or other personal directories on hard disk or
network drives, and copies on shared network drives that are used only to produce the
record-keeping copy.

Disposition: TEMPORARY Destroy/delete within 180 days after the record-keeping
copy has been produced.



B. Copies used for dissemination, revision, or updating that are maintained in addition to

the record-keeping copy.

Disposition: TEMPORARY. Destroy/delete when dissemination, revision, or updating is
completed.





