
LEAVE BLANK (NARA use only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER N! - (2Q-/0-3 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

Date +:/))j; 0
8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 

1 FROM (Agency or establishment) NOTIFlqATION TO AGENCY 

FEDERAL BUREAU OF PRISONS 

In accordance with the provrsions of 44 USC 3303a, the2 MAJOR SUB DIVISION 
disposmon request, Including amendments IS approved 

CENTRAL OFFICE - NATIONAL INSTITUTE OF CORRECTIONS except for Items that may be marked "disposition not 
approved" or "withdrawn" In column 103 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE I~ UNIT':::ATES 
OMAR HERRAN 202-514-4563 LWA-u 
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertaining to the drsposrtion of ItS records and that the 

records proposed for disposal on the attached~age(s) are not needed now for the business of this agency or will not be 

needed after the retention penods specified, and that wntten concurrence from the General Accounting Office, under the 

provisions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

00 IS not required D IS attached, or D has been requested 

DATE SIGN~ OF AGENCY REPRESENTATIVE TITLE 

INFORMATION MANAGEMENT OFFICER"5/; q /tOH o..,,~ 
9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

SEE ATTACHED - MEDIA NEUTRAL SCHEDULE 

As W1th NARA bus1ness process and general po11cy,

all new SF-115 are assumed Med1a Neutral unless
 
otherw1se spec1f1ed Hence, th1S Author1ty app11es

and covers Med1a Neutral record hold1ngs
 

NOTE These are currently covered by Author1ty
 
Nl-129-99-14 Current NARA 1nterpretat1on requ1res

a new SF 115 to 1nclude Med1a Neutral coverage

Hence th1S Author1ty 1S 1ssued to vest Med1a Neutral
 
format status to the eX1st1ng schedule
 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 



BUREAU Of PRJ SONS - NATIONAL INSTITliTE OF CORRECTIONS 

RECORDS OF THE DIRECTOR AND DEPUTY DIRECTOR 

1. ADt\UNlSTRATIVt FILES 

Correspondence! memoranda. reports, legislarive and congressional files" budget documents 
and chronological files, Correspondents include academics and other subrect-maucr experts, 
professional organizations. other components of the Deparnnent of Justice and-other federal 
agencies Also included are minutes-and l\:lckllI' material of meetings of the 'executive team,' 
an NTC-Ievel eq'UIvalent of BOP''!' executive S1ilrr 

The National Institute of Corrections (Nrc) wn5i established In 197-i eo provide truinmg, technical 
assistance. information and assistance with policy and program development in tile field of 
corrections, lts r.311;ihHug I.::.gisla:lon, I'L 9J:~ 15. created ci:l~ advisory board to determine policy 
and assist in setting priorities. 

[\'IEETJNG MINlrr[S AND HEl..ATtl) FILES 

Board mee[)... re held quarterly, Typical contents of the minutes include reports from
 
NICs subdivision ...at! ~some of the federal agencles \vho have.Mot.ls or other working
 
relationships with NIC (Paruk, ission, Bureau of Justice .Stntisucs, National Institute of
 
Justice, ete.), upcoming conference ....an . e budget and program plans In adclilionto Il.lc
 
minutes, there is a considerable amount of ancilki • erial. including bnefing JJ,;Ickc:t~,
 
Federal Register notices, logistical information, records 0 P . heanng::;. and background
 
files such as copies of the enabling legislation, kgi!>]i;lHvC history, va 'dJlwTIS of the,
 
byh~..vs (lnd lis1:;. of members.
 
Disposition: PE:.RM.4NEi\T Ti ansfer WH.' complete M:[ (}j minutes und substunttve am: .
 
matertal to the National Archives 111 S-year blocks when most recent record i,1 20 years old.
 

J. 

Drafts of by la ws and the artie les of incorpora corrcspo udcuce, me 1n000Ll nda, draft \.A.)\'.vk J r1J.IILI
 
policy statements end other documentation OtL [he e.slahll~hmr.:: '
 
Disposition: PEIUIAl\,iENT. Transfer 1O.1'l(~ Nattono! Atc!rlve,\ when 30 Y':(/I,
 

http:A.)\'.vk
http:have.Mot.ls


Color prints, 3A5 - gAl ! ew negatives and transparencies, Subjects include Board
 
meetings and hearings, sweating-in cc ics with the Attorney General, individual photos.
 
and a group photo with Warren Burger Some irna ··I;rc~hled to DOJ. w,..\-,,-<....\.a...0 "-
Disposition: PFRMANE}'lT Tr(llt~rfr to lilt: Nauonu! Archivc-s .
 

-schedule. 
" 

RECORDS OF THE
 
f:OMMlINlTI' CORRFf:TIO]'\iS n1V1S10~
 

U,LS lill'ISH..lN
 
PRISONS DIVIMON
 

hQ.BREcrIQNAfdll.I!JJ!AI~]NG & rL..-\CE~'1.E1~iTOFFlCE
 
SPECIAL PROJECTS OFFICE
 

N1C provides direct assistance to requesting state and local correctional agencies throughits 
short-term technical assi ....fdnc-c program (TA,. ]'\(1 fund:'. are provided In the reque ....tm.., rather, In 

response to a requext for particular assistance (e ..g mtplcmentmg a job skills Ir.'Linillg programI 

for inmates), ~IC typically provides a list of three consultants In that field. The requesting 
agel'lc>' either selects a provider or requests an ahernative NIC then funds the provider's time, 
prepurauon and travel, up to $1 C),OGO.Fur l~rger projects, up I;) $25.000~ NIC formerly gave 
grants, but that program hils been abolished. The- current ~v'chicle for longer-term, complex 
projects IS cooperative agreements. 

Current cooperative agreement funding ranges from $.25,000 to $62;',000, for P:"'iHld<;. of several 
months Coseveral years, The 'bidders' lire non-governmental public policy organizations special-
izing in corrections. Once the award h3S been made. NIC and its partner (and any other 
participating governmental or quasi-governmental body, such ;1'; the National Ino;.[im£c of Justice 
and the State Justice 111511tlltC)., select-the participnting junsdicuons Current ongoing agreements 
include Assessment of Objective (inmate] Classification Systems, Intermediate Sancuons for 
Women Offenders.and the Criminal Justice System Project. The last involves the development 
of "more purposeful, effective and coordinated sy...terns of options for pre-trial defendants and 
sentenced offenders .. 

The J;lib Division i~physically located at NIC ...I ..ongmont, CO, office, but, to the hC's~of my 
knowledge; the records nrc analogous to those lor the other two specialties, wluch have been 
examined. Its records arc transferred [(J the Central Office and retired [0 the \VJ.'~hillglon 
Nanonal Records Center, The (one-person) Correcuonal Job Trairnng lind PI:~Cl!I1)cnl Office '\.\·~LS 

created in March of J 995. ,I~specified by P,L, IOJ-32~. which ,Iho requires all annual repoi t to 
Congress. The position coordinates training and technical assistance efforts in providing 
employment services IU offenders nnd ex-ollenders among other tederal agencies uud private 
groups, The vehicles used for these projects, however, nrc ,ooperali"t! ~gr~emenlS (with cntiues 
outside the federal government) and interagency agreements (with other federal componen ..s.)~ 
and are thus ide-ntical to those created by [he program divisions. 



The Special Projects Office (another one- person entity) handles projects that have no obvious fit 
with NICs other divisions. These include production of videotapes from satellite conferences 
(maintained at the Colorado office, also offered for sale), NIC's portion of BOP strategic 
planning and the National Performance Revlew, and interagency agreements 01'1 projects such as 
management reform of rhe DC Department of Corrections, and on prison construction. The 
interagency agreements are also 'analogous to the records discussed earlier, 

5. TECHNICAL ASSI~TAJ'.·CE FILES 

Case files documcnnng short-term assistance provided to state and local correctional 
agencies: via private-sector subject matter experts paid by NIC. Records include chI.! initi ...:.J 
request, correspondence and memoranda regarding logistics and expenses, supporting 
documentation. from the presenter (journal articles, bibhographics, etc ). final report, 
expense report and the recipients evaluation of the presenter. 
Disposition: Temporary Destroy 8 years {{lie" t:cue is closed. 

6, Tl~CHN)('.\L ASSISTANCE MANAf~F.l\·lENT INFORMATION SYSTEM 

Electronic edition ofthe TA files, which ,l[SO functions as a tracking system. Inlormation 
includes number dates, requesting agency, names of contact people staff assigned, and the 
subject area, The I~l:;.lis IH!Uto a lio:..[ (If corr:';ol~ltdnl!l. the pwgrilln will make "dC'tlll)JlS 

therefrom, matching the clients' go,ilf!» \vlLh the consultants' expertise, Ihe system also has 
a financial component which automaticallv o"lEw.res funds. Reportine cateuorics include~ ~ ~ r~~·_ 
division, indn idual staff worklo«l. project status, and requcstv, Souware I" cuvtum-
developed by an NBC staff member at the Longmont office. 
DfsposHion: Temporary. Delete 8 years uftcr CW·(.' IS dOJ!.' 

7. COOPERATIVE A(-;R,EF~~n:~TAN.D.lNTERAGENCY AGREEMENT F[LES 

Records of agreements between NIC and private-sector consultants or oihci federal agencies 
on the development und implementation of various correctional projects Documentation 
includes copies of the Request for Apphcanon. applicanon guidelines, [he successful 
application, internal reviews and evaluations, recommendation memo, award letter, 
adjustment notices, autogruph notes, site reports, correspondence with the M:~Ie~ted 
jurisdictions, and end products (publlcatlons, symposia, final reports. etc.). 

-
a~.--~~~:::-~::~·:ea~t~io~n~S~,~,)~rm~p~:n5:1~~~.S:U~q~S~tan~tJ~v~c~]~n;tc~r;iln;;re;p~o~r~t~~a:n:~:I~fi:n:a:l~w~,~~w~reports). 

Dlspesttion P£RMAlv'E ..VT, Transfer to the Nationol Archive» (/J 

when most recent record is 20 years old 
b Remaining material. 

Dlsposition: Temporary. Destroy 8 years (Jfter w'!(' is closed. 



RECOR'I)S OF THE IKTERN.\ TIONAL ASSISTANCE OFFICE 
This one-person office was created ill 1992. to coosohdote international assisl(lnc~ ellorts. The 
individual receives requests both from foreign governments and from state- arid local correctional 
officials in the US on handling jailed foreign nationals. The position's duties hav c evolved into 
three broad and overlapping functions: information clearinghouse and facilitator for visits. 
meetings, symposia and so forth; mediator, especially of any difficul[ie~ or miscommunication 
encountered in intcracrions among US and foreign officials; and training and analysis. 

Documents generate ' onsc to requests from foreign Qr US officials (tilt; IaUC-l in the 
case of US Trust Territories) tor ssmcnt of their correctional programs. 'I1H~JC\" .V.,J.--~'-V,---L 

produced thus far have been 5~)() p.lges, inc II ' ~ 'ad ..ground, assessment and lJ'
 
recommendations, They arc sent 10 a staff member in the .. - .• f the Deputy Attorney
 
General. ' ,
 
Disposition: PERMA}lEtvf. Transfe» 10 (he /tkliiv,wl Ai chives iii J-}'f!(ll' blocks 11' It most
 
rece.nf record is 10.""ears old
 

IUJ:,ORDS OF TRE PURl ••CATIONS OFF1CE 

NIC');\ publication program began in '1977. The Information Center in Longmont, CO, provides 
copies to requestors: as well as functoning m. <! natior-al clearinghouse for correction ...-related 
publications. NIC releases approximately ten titles per) ear, 

Official agency p '. ions, covering topics such as staffsafety, management of crowded 
prisons, [all site evaluation an _ ion, management of long-term inmates .md prison ~(!lJ-J,--

~ili~ ~ 
Disposition PERMANtjVT. T""mjel' on« copy 4 (!QC: I lIh/ic.'tllirm tu the-Notional
 
Archives zqN>1I appl'tH'al of the schedule Trans•sfer subsequent pub tct
 

when the most ream! pllb'lh:ation i~5 years old
 

ELECTRONIC MAIL AND 'VORD I)ROCESSING RECORDS. 

Electronic c of records that are created on electronic mail and word processing systems
 

and used solely [0 gen . a recordkeeping cop~ of the records ('0\ crcd by items 1.3, 5 and
 
7-9. Also includes electronic c . ~r;, of records created on electronic mall and word
 

processing systems thatarc main lamed o
 

A .. Copies of records covered by Hems 1.3,5 and 7·9 that, 0 further admimstrntrvc
 
value after the first rccordkceping copy is made, Includes copies taincd by
 
Individuals in personal files; personal electronic mat! directories, or other P
 
directories OIl hard disk OJ' network drives. and copies on shared network drives that ...
 



only to produce the recordkeeping copy. 
Disposition: ARY. Destroy/delete wulun J80 days aftL'1" the recordkecping cop), 
has been produced 

B. Copies used for disseroination, revision, 01' lJpJating 
the recordkccping copy. 

»hposition~ rEMPORARY Destroy/delete when dlssemtnauon: revtston. or tip 'a I S 

completed. 




