
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-433-80-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 5/19/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

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

active. 

All approved schedule items are active except the ones listed below 

SUPERSEDED AND OBSOLETE ITEMS 

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

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

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

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

annotated on the schedule itself. 

Item 100-02 is superseded by N1-471-89-001 Item 100-03 

Items 103-01a and 103-01b are superseded by N1-471-89-001 Item 305-01 

Item 103-02 is superseded by N1-471-89-001 Item 305-02 

Items 103-04a and 103-04b are superseded by N1-471-89-001 Item 305-03 

Items 103-05a and 103-05b are superseded by N1-471-89-001 Item 305-04 

Items 103-13a and 103-13b are superseded by N1-471-89-001 Item 305-06 

Items 200-01a and 200-01b are superseded by N1-471-89-001 Item 100-02 

Item 201-01 is superseded by N1-471-89-001 Item 200-01 

Item 202-02 is superseded by N1-471-89-001 Item 200-06 

Item 203-05 is superseded by N1-471-89-001 Item 200-02 

Item 203-07 is superseded by N1-471-89-001 Item 200-03 

Items 203-11a1, 203-11a2, and 203-11b are superseded by N1-471-89-001 Item 200-04 

Items 300-01a and 300-01b are superseded by N1-471-89-001 Item 100-02 

Items 301-01a and 301-01b are superseded by N1-471-89-001 Item 201-01 

Item 301-06 is superseded by N1-471-89-001 Item 201-02 

Items 301-07a, 301-07b1, and 301-07b2 are superseded by N1-471-89-001 Item 201-04 

Item 301-08 is superseded by N1-471-89-001 Item 201-05 

Items 301-09a and 301-09b are superseded by N1-471-89-001 Item 201-06 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 301-10 is superseded by N1-471-89-001 Item 201-07 

Item 301-11 is superseded by N1-471-89-001 Item 201-08 

Item 301-12 is superseded by N1-471-89-001 Item 201-09 

Items 302-05a and 302-05b are superseded by N1-471-89-001 Item 201-12 

Items 302-06a and 302-06b are superseded by N1-471-89-001 Item 201-11 

Items 400-01a and 400-01b are superseded by N1-471-89-001 Item 100-02 

Items 401-02a and 401-02b are superseded by N1-471-89-001 Item 303-01 

Item 401-04 is superseded by N1-471-89-001 Item 202-02 

Item 401-06 is superseded by N1-471-89-001 Item 202-01 

Item 401-07 is superseded by N1-471-89-001 Item 202-03 

Item 402-01 is superseded by N1-471-89-001 Item 202-04 

Item 402-03 is superseded by N1-471-89-001 Item 203-02 

Item 402-04 is superseded by N1-471-89-001 Item 203-03 

Items 500-01a and 500-01b are superseded by N1-471-89-001 Item 100-02 

Items 501-01a, 501-01b, 502-01a and 502-01b are superseded by N1-471-89-001 Item 203-15 

Items 505-02a, 505-02b, 505-02c, 505-02d, and 505-02e are superseded by N1-471-89-001 Item 203-08 

Item 505-04 is superseded by N1-471-89-001 Item 203-10 

Items 600-01a and 600-01b are superseded by N1-471-89-001 Item 100-02 

Item 603-18 is superseded by N1-471-89-001 Item 307-43 

Item 603-19 is superseded by N1-471-89-001 Item 307-44 

Item 607-03 is superseded by N1-471-89-001 Item 308-01 

Items 700-01a, 700-01b, 700-02a, and 700-02b are superseded by N1-471-89-001 Item 100-01a and b 

Item 701-08 is superseded by N1-471-89-001 Item 500-07 

Item 701-09 is superseded by N1-471-89-001 Item 500-08 

Item 701-10 is superseded by N1-471-89-001 Item 500-09 

Item 701-11 is superseded by N1-471-89-001 Item 500-10 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



L~VE BLA'• RE9\.IESt.,.FOR 'RECOR~~POSITION AUTHORITY 
• • {See lnstructran reverse)

All ,,. 

--------::'R>"'"'·.,,-,----,-.----,-----------1NC1-433-80-l
TO: GENERAL SERVICE~ ADMINISTRATION, 
__N_AT_IO_N_A_L_A_RC_H_IV_ES_AN_D_RE_C_O_RD_S_S_E_RV_I_CE_,_W_A_SH_IN_G_TO_N_,_D_C_204_08__-----t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) ] ] -l h-'7Q
U.s. Department of the Interior - - - ~ +.;.> 

NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

f S f Min· In accordance with the provisions of 44 U.S.C. 3303a the disposal re-Off • _____i_c_e_o__ur__a_c_e___in_g____________ quest, including amendments, is approved except for items thatimay 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10. 

Office of Mana ement and Bud et 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL, EXT. 

Joel Anderson 343-5447 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. • 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

7-r,-7 
7. 

ITEM NO. 

STANDARD FORM 115 
Revised April, 1975

'I '."\ e:i'escribed by General Services 
-, • f_,, l Administrationl~/ ..o.r FPMR (41 CFR) 101-11.4 

E. TITLE 

Assistant Director, Management and Budget 

8. DESCRI 10 OF ITEM 
(With Inclusive Da s or Retention Periods) 

The Office of Surface Mining (OSM) was established in 
the Department of the Interior by the Surface Mining 
Control and Reclamation "l\.ct of 1977 (P.L. 95-87). The 
purpose of OSM is to create a nationwide program that 
protects the environment from the adverse effects of coal 
mining operations while ensuring an adequate supply of 
coal to the nation. OSM establishes minimum national 
standarjs for regulating the surface effects of coal 
mining, assists the States in developing and implementing 
their own regulatory programs, and prom0tes the reclama­
tion of previously-mined areas. Organizationally, OSM 
consists of a Headquarters in Washington, D.C., plus five 
regional offices with district and field offices for each 
region. 

The records disposition schedule is Appendix III to a 
Files Maintenance and Records Disposition Manual which 
contains procedures for the management and retirement of 
OSM records, a Subject File Classification System for 
OSM general correspondence/subject files, and dispositions 
for all record series. Individual schedule items describe 
each series of records which exists and several which wil 
be created. For existing series, instructions are given 
for file cutoff, retirement to FRC (if needed), destru ~ 
tion, or permanent retention in NARS. 

.. a 1~ 
SAMPLE OR ACTION TAKEN

JOB NO.• 

115-107 



~ PAGE OF 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

1. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

The schedule covers records created in all Headquarters 
directorates and their divisions and branches; in the 
Office of the Director and related staff offices; and in 
the regions (regional, district, and field offices). 

Any record series created subsequent to, or not disposabl 
by, this schedule will be covered by supplementary 
records disposition authority to be obtained from the 
National Archives and Records Service (NARS) ,. through 
submission. of·additional SF"."'115's .. 

s 

Records covered by the .General :Records Schedules (GRS) 
issued by NARS are disposable (in accordance with the 
disposition instructions given in the GRS). ·without 
further authorization. A copy of the GRS ·.-is appended 
to the records disposition schedule. ·:··. 

,•.·
: .. ':. '~ 

11GRSH citations IN COLUMN 9 of the SF 115:(i s me~...-ri the _ \ 
following: . 

1. Example·l. 11GRS 14/5 (3 months)n--in this case, 
the retention period of 3 months cited 
in GRS 14/5 has been waived at OSM 
request, and another retention is 
substituted. 

2. Example 2. 11GRS .l4/2 (115)tt--i."l1 this case, GRS 
14/~ required the submission of a SF 11 
requesting a disposition for the given 
records. The records disposition 
schedule item constitutes the required 

• .,SF 115. 

3. Example 3. "GRS 3/2b (same)"--in this case, the 
disposition given in GRS 3/2b is re­
peated on the SF 115A. 

NO!E: If the disposition instruction to be followed 
is fouJ1d in the GRS, the statement 11SEE GRS
L item numberJ11 written below the series 
description. • 

' J, 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A • 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMA (41 CFR) 101-11.4 

115-203 



• • > 

Request for Records ,'Dispo~ition Authority-Continuation PAGE OF 
102 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

Chapter 1. Records of the Director, Deputy Director. 
Regional Directors, and Staff Offices (Congressional 
Liaison. Public Affairs. and Equal Employment Qpportunit]) 

NOTE: See Chapters 2 through 7 for record series not 
listed in this chapter. 

The Director of OSM, assisted by the Deputy Director and 
the Regional Directors and the Assistant Directors, leads 
OSM in carrying out its responsibilities under the Surfac~ 
Mining Control and Reclamation Act of FJ77 (PL 95-87). 
The Director coordinates the various Headquarters offices 
in the performance of their functions relating to aban­
doned mined lands, inspection and enforcement, State and 
Federal programs, technical services and research, and 
management, budget, and administrative services. The 
Director also has overall.responsibility for cooperation 
between Headquarters offices and regional offices, and 
for the coordination of OSM efforts with State and other 
Federal authorities. The Director's staff offices per­
form functions relating to liaison with Congress, public 
affairs, and equal employment opportunity. 

100-01 Subject Correspondence File of the Director and Deputy 
Director. Arranged by the Subject File Classification 
System outlined in Appendix II of this manual. Incoming 
and outgoing correspondence, reports, internal memoranda, 
and similar material, of the Director and Deputy Director, 
relating to OSM programs and activities. Includes 
correspondence with OSM units, the Department of the 
Interior, other Federal agencies, States, and the public. 

a. Program correspondence. Correspondence relating 
directly to primary functions of OSM and including 
(but not limited to) such subjects as Abandoned 
Mined Lands; Inspection and Enforcement; Organiza­
tion, Planning, and Management; Regulatory Program 
Development; State and Federal Programs; Legislative 
and Legal Affairs; Technical Services and Research; 
National Cataloging Center for Mining Research; and 
National Information and Data Center on Surface Coal 
Vrining, Reclamation, and Surface Impacts of Under­
ground Mining. / G,((. t+/,.,r 

PERMANENT. Cut off at close of FY. Transfer to FRC • 

IJOB NO. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO , i975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 



• PAGE OFRequest for Rec~rds ,Oispos_ition Authority-Continuation IJOB NO. 
,103 

9.
7. 10.8. DESCRIPTION OF ITEM SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods)ITEM NO. JOB NO. 

3 years after cutoff. Offer to NARS 15 years after 
cutoff. 

b. Administrative correspondence. Correspondence re­
lating to administrative support activities. Subjec1s 
include but are not limited to Automated Data 
Processing; Administrative Services; Budget; EEO; 
Environmental Protection; Financial Management; 
Information Services and Program Promotion; PersonneJ; • 
Procurement and Contracting; Records Management; and 
Travel and Transportation. 

Cut off at close of FY. Transfer to FRC 3 years 
after cutoff. Destroy 15 years after cutoff. 

100-02 Director's File Relating to Legislation. Arranged by 
subject. Correspondence, internal memos, testimony, 
proposals, and similar records pertaining to Congression­
al hearings and Federal bills/laws affecting OSM, and 
OSM efforts to help States enact surface mining and 
reclamation legislation. c-.. S "/'1r· 

PERMANENT. Cut off at close of FY. Transfer to F'RC 3 
years after cutoff. Offer to NARS 15 years after cutoff. 

101-01 Regional Directors' Subject Correspondence Files. May b€ 
maintained in each Region in lieu of the Regional Central 
(Subject) Correspondence File, Item 700-02 of this 
schedule. Arranged by the Subject Classification 
System outlined in Appendix II of this manual. Corres­
pondence relating to major programs of OSM and the 
region. Includes correspondence with OSM units, OSM 
Director, district and field offices, the Department of 
the Interior, other Federal agencies, States, and the 
public. 

a. Program correspondence. (See description of subjects 
to be included, in Item 100-0la.) c.o.. / ~ P+/ 'fl'./ re.i ,_ (v,i,.~-,:. 11.r4- 5' ,.~1,.,.~ 

PERMANENT. Cut off at close of FY. Transfer to FRC 
3 years after cutoff. Offer to N.ARS 15 years after 
cutoff. 

b. Administrative correspondence. (See description of 
subjects to be included, in Item 100-0lb.) 

Cut off at close of FY. Transfer to FRC 3 years afte~ 
cutoff. Destroy 15 years after cutoff. 

Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1.975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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, IJOB NO.Request for Records t)isposi_tion Authority-Continuation PAGE OF 

104 
7. 

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive_ Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

-- -·i 
.1-03-01 

CONGRESSIONAL LIAISON OFFICE 
Subject Correspondence File. Arranged by Subject File 
Classification System outlined in Appendix II of this 
manual. Correspondence and other records relating to 
program :r~~o~si_~Jiti~s__of the Congre~si_qI!_ad,.-_~iaisoJ:]. ____ 
S_taff. _J _. _______ _ _ _ __ 
! 
.~----------------==r••..Jl,..,....':.~~,!11,-~--'-~--

C_y.t _of_f i:!Ul.os~_ of_ FY. Transfer to FRC 2 years afte~ __ 
cutoff. Destroy 5 years after cUtoff. ·-

i.--j PUBLIC AFFAJRS OFFICE 
----"" 

Speeches of the Director, Depu~y Director, and Regional 
Directors. Covering topics related to functions and 
programs of OSM. 

a. Record copy. C,:,. .. I tt/,,,,. 

PERMANENT. Break file annually. Transfer to FARC 
4 years after cutoff or when volume warrants. Offer 
to NARS 10 years after cutoff. 

b. All other copies. 

Destroy in agency when no longer needed for reference. 

Oth~r Speeches. Speeches other than those described in 
104-01 above; that is, speeches by Secretary of the 
Interior and other non-OSM officials, speeches by OSM 
representatives other than Director, Deputy Director, 
Regional Directors. 

Destroy in agency when 4 years old or when no longer neec
for reference, whichever is sooner. 

Press Releases/News Releases. (The Office of the Secretai
of the Interior is originating office for all press 
releases about DOI agencies.) 

Destroy in agency when no longer needed for reference. 

. 
_l__ 

1 . _ 

ed 

y 

OSM Newsletter. Currently entitled "Office of Surface 
Mining News." 

11a. Record copy. CA.. I / '1r. 

PERMANENT. Cut off file at close of FY. Transfer tc 
FARC 4 years after cutoff or sooner if volume warran
Offer to NARS 10 years after cutoff. 

is. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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' IJOB NO. PAGE OFRequest for Records 1Dispo~ition Authority-Continuation 
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7. 
ITEM NO. 

9.
8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

b. All other copies. 

Destroy in agency when superseded, obsolete, or no 
longer needed for reference. 

103-05 Biographical Files. Biographical sketches, sheets, 
photographs, and other similar materials pertaining to 
the OSM Director and Deputy Director. Arranged by name. 

a. Record copy. cct. Ya. ,./ '1'· 

PERMA,."IIJENT. Cut off at close of year in wlt_ich 
individual leaves position. Transfer to FRC 4 years 
after cutoff. Offer to NARS 10 years after cutoff. 

b. All other copies, all other files. 

Destroy in agency when no longer needed for reference~ 

103-06 Press Clippings Files. Press clippings, teletype news, 
and similar materials. 

a. Public Affairs office copy. GRS 14/5
(3 month,)

Destroy in agency when 1 year old. 

b. All other copies. 

Destroy in agency when 3 months old 9 or when no longer 
needed for reference, whichever is sooner. 

103-07 Public Affairs Administrative Files. Memoranda and letters 
to and from OSM regarding such topics as arrangements 
for conferences and meetings, visits to OSM facilities, 
reference services; lost and found assistance. 

Destroy in agency when 2 years old. 

103-08. Information Requests Files. Requests for information and GRS 14/3
copies of replies thereto, involving no administrative (3 month:~)
actions, no policy decisions, and no special compilations 
or research and involving requests for publications, 
photographs, and informational literature. 

Destroy in agency 1 year after fimBmittal or reply. 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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' PAGE OFI JOB NO.Request for Records (Dispo~ition Authority- Continuation 

7. 
ITEM NO. 

103-0~ 

_ lOJ-J.(l) 

103:-li --j 

103-12 

. -~ -

10)-1~" 

- J,,OJ-14. i 

, f'IL 

9.
8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

Acknowledgement Files. Acknowledgements and transmittals 
of inquiries and requests that have been referred elsewheJe 
for reply. 

Information Project Files. Informational services 
project case files maintained in formally designated 
informational offices. 

- --~ 
_JIBE GRs ·1~/~_.-:=_ -=_ =--

Commendation/Complaint Correspondence. Anonymous letters, 
letters of commendation, complaint, criticism and 
suggestion, and replies thereto, excluding those on the 
basis of which investigations were made or administrative 
action taken, and those incprporated into individual 
personnel records. 

Public Affairs Correspondence File. General subject 
correspondence of the Public Affairs Office. Arranged 
by Subject File Classification System outlined in Appendi> 
II of this manual, and containing records not described 

__ . ____ _ 

GRS 14/~ 
(115) 

elsewhere in this section. (Copies are maintained in the OSM 
Official Central Subject Correspondence File, Item 700-01.) 
Cut off at close of FY. Destroy in agency 3 years after 
cutoff • 
- -- -- ... ~- - ~- -~ 

OSM Annual Report. ~ual rep~rt gf OSM to the Secretary 
of the_ Interior, Co11gress_, and the PJ:eside_11t. . _ 
---- -------,--- - ---

,,_ a. __Re_cord_c_t:p_!~_,_c4 • Y'l."/ :;'r. 

PERMANENT. Offer to N.ARS when 5 years old. 

b. All other copies. 

Destroy in agency when superseded or obsolete. 
NOl'E~ For dispositions.. for other OSM---cr.e.ate__,Lpublic_ation§. nqt listE d elsewhere 
J.n t.his scbe.dule., _ __s_e__1LGRS~lUla._Disp,oaitions for non-OSM publi~a~ ?ns and 
,duplicate coni~s __ Qf~OS;M publications ar__~ _in__Items 701-:-0~ __ tqr___?~~~ 701-08 of this~ 

- - - - - I - -- schedule.-
Audiovisuai Hecofcts~ • See GRS 21 for general instructions. 
When specific series of such records are created in OSM, 
contact NARS for further instructions. 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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7. 
ITEM NO. 

, 

104-02 t 
" 

·yo4:..:oz; ~ 

l04-05r 
-- ____ 1 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

·-· ~l EQUAL EMPLOYMENT OPPORTUNITY STAFF 

Official Discrimination Complaint Case Files. 
Complaints with related correspondence, reports, 
exhibits, withdrawal notices, copies of decisions, 
records of hearings and meetings, and other records 
as described in 5 CFR 713.222. 

.M -•~- -

1) Cases resolved within the agency-~ •• 
s~:g~·~s·L/~or,o..-)._ .. ··-· -- . - ·, ~-

2) Cases resolved by the EEOC or a U.S. Court--
SEE GRS l/26a(2) 

b. Copies of Complaint Case Files. SEE GRS l/26b. 

c. Background Files. SEE GRS l/26c. 

d. Compliance Records. SEE GRS l/26d(l) and l/26d(2). 

Employee Housing Requests. Forms requesting agency 
assistance in housing matters, such as rental or 
purchase. 

FOR DISPOSITION, SEE GRS l/26e. 

Employment Statistics File. Employment statistics 
relating to race and sex. 

FOR DISPOSITION, SEE GRS l/26f. 

EEO General Correspondence File. Arranged according to 
Subject File Classification System outlined in Appendix 
II of this manual. General correspondence and copies of 
regulations with related records pertaining to the Civil 
Rights ~ct of 1964, the EEO Act of 1972, and any pertin­
ent future legislation; and agency EEO Committee meeting 
records including minutes and reports. 

FOR DISPOSITION, SEE GRS l/26g. 

EEO Affirmative Action Plans (AAP). 

a. Agency copy of consolidated AAP(s). FOR DISPOSITION, 
SEE GRS l/26h(l). 

b. Agency feeder plan to consolidated AAP(s). FOR 
DISPOSITION, SEE GRS l/26h(2). 

Four copies, lncludlrig orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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Request for Records, Disposition Authority-Continuation PAGE OF 

108 
7. 

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

Recruiting Files. Records of community and school 
contacts, interviews, and statements of interest in 
employment. 

Destroy in agency when 2 years old or when no longer of 
administrative value, whichever occurs first. 

Catalogs, listings, and contact information for Minority 
Business Enterprises. 

Destroyl!,in agency when 3 years old. 

lJOB NO. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
CPO: 1975 0 579 .. 387 FPMR (41 CFR) 101-11.4 

115-203 



______,;.;__---"'-'--·-'---------~!-~-------.--
JOB NO. PAGE OF

Request for Records .Dispo~ition Authority- Continuation 
,noI 

7. 
ITEM NO. 

200-01 

9. 
10.8. DESCRIPTION OF ITEM SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO. 

Chapter 2. Records Relating to Abandoned Mined Lands. 

NOTE: See Chapter 7 (Materials Common to; M9~~0ffices) 
for record series not listed in this chapter. 

Abandoned Mined Lands formulates policies, procedures, 
and regulations to conduct reclamation programs, reclamauion 
fee collection, and allocation activities under Title 
IV of PL 95-87. It provides guidance and assistance 
to States and Indian tribes relative to their reclamati~~ 
programs under this title. It coordinates reclamation 
activities, including the Rural Abandoned Mines Program 
(RAMP) under the Soil Conservation Service, to meet 
reclamation and budgeting objectives of OSM. Abandoned 
Mined Lands also conducts reclamation projects using the 
Secretary of the Interior's portion of the reclamation 
fees. It develops programs and proposes allocations for 
the Reclamation Fund, and presents these recommendations 
to the Department of the Interior, 0MB, and Congress. 
It conducts Federal reclamation projects, and coordinate3 
reclamation efforts with State and Federal authorities. 

Official Correspondence (Subject) Files. Arranged 
according to the Subject File Classification Syste~ 
outlined in Appendix II of this manual. Records include 
correspondence, reports, forms, drafts, for-information 
copies of agency directives and other agencies I memorand 1, 

internal review correspondence, budget materials, personnel­
related correspondence, organizational materials, 
correspondence related to general project policy, and 
material of an administrative or reference nature. 
~xc~ud~s f~les ~escribe~ ~lsewhere_ in_~his __manua!~ 1L~----

a. Headquarters. 

Cut off file at close of FY. Destroy in agency when 
6 years old or when no longer needed for reference, 
whichever is sooner. 

b. Regions. 

Cut off file at close of FY. Destroy in agency when 
6 years old or when no longer needed for reference, 
whichever is sooner. 

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

...... 
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IJOB NO.Request for Records, Dispo~ition Authority- Continuation 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

200-02 Regional. File. A reference file, arranged by State,· 
containing a weekly summary report of actions taken in 
the State on abandoned mined lands operations under 
RAMP projects, Federal projects, or State projects1 
OSM personnel actions in the State; reports of potential 
emergency situations on abandoned mined lands, and action.
taken on the current status; bi-monthly reports relating 
program staffing; memoranda of meetings held or notice 
of m~~tings to be held; and similar material. 

~ 
~o 

Cut off files annually. Destroy in agency when 6 years 
old or when no longer needed for.reference, whichever is 
sooner. 

201-01 Reclamation Plans Files. Arranged, ·alphabetically· by 
State. Records relating to development by-States and ·osM 
of reclamation plans for States. Includes plan, copy of 
cooperative agreement between State and 0SM, review 
documents, and technical assistance records. No p~ans 
have yet (June, 1979) been prepared. Plans must be 
approved by the Director of 0SM. 

Disposal not authorized at this time. Submit SF 115 to 
NARS when plans are submitted to 0SM. 

202-01 State Reclamation Project Files. Arranged alphabetically 
by State. Records relate to the development by States an, 
0SM of reclamation projects for the State. File includes 
project briefing papers, funding account number, project 
evaluation and selection sheets and data, original,or 
duplicate copy of cooperative agreements, reports on 
situations of extreme danger, project design criteria, 
memoranda and correspondenceConcerning the project, land 
acquisition or lien documents, progress and final reports, 
if .any. Each proj.ect must be approved by OSM Regional 
Director. 

Disposal not authorized. Submit SF 115 to NARS when 
program is operative. 

• 

202-02 
Federal Program Reclamation Project Files. Arranged as appropriate 
to office. Records related to emergency reclamation projects and 
Federal reclamation projects. File includes but is not limited to 
briefing papers, funding account number, project evaluation and 
selection sheets and data, original or duplicate copy of coopera­
tive agreements, reports on situations of extreme danger, project 
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design criteria, memoranda and correspondence concerning 
the project, land acquisition and lien documents, progress 
and final reports, if any. A list of projects completed 
and funds allocated is provided in the OSM annual report 
.to Congress. 

203-01 

a. Headquarters (maintains duplicate copies of 
selected originals that are filed in Regional Offices) 

-· 
Transfer to 'FRC: 6 years after completion of project. 
Destroy 15 years after completion of project. 

b. Regions (maintains original copy of all documents) 

Transfer to NtC. : 6 years after completion of project. 
Destroy 25 years _after completion of project. 

Abandoned Mined Lands Regulations Files. Abandoned Mined 
Lands creates and maintains records related to preparation 
of regulations of 30 CFR Parts 872, 874, 877, 879, 882, 
884, 886, and 888, which incorporate~Title IV of PL 95-87. 
These records are not duplicated in the "Administrative 
Record" files described in Chapter 6 of this manual. 
Files include proposed rules, drafts, internal OSM comments, 
notes for preamble, verbatim proceedings of public hearings 
on proposed rules, final rules, comments from other agencies 
and the public, submissions to the Federal Register and 
copies of the Federal Register, and technical literature 
u~~d as 1??-ck~ound to the rules and regulations. 

a. Technical Literature 

Destroy in agency when no longer needed for reference. 
Not authorized for transfer to Federal Records Center. 

b. All other records 

Transfer to FRC 10 years after publication of final 
rule. Destroy 25 years after publication of final 

i rule. 

• 

203-02 
OSM 837-1 Files. Arranged as appropriate. OSM 837-1, the "Coal 
Production and Reclamation Report," is submitted quarterly to OSM 
regional offices by all coal mine operators. The form is a 
statement of the amount of coal sold dµring the quarter, the method 
of coal removal, the type of coal mined, and data for fee computa­
tion. The form is notarized, and then sent 

_ ~--· _ __.lORM 115-A115-203 1tteviseu July 1974 
Prescribed by General Services 
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to OSM with the quarterly reclamation fee, which becomes 
part of the Abandoned Mined Land Reclamation Fund. OSM 
audits the 837-1 file to determine the accuracy of the 
information submitted by the operator. Files include the 
form itself, bills of collection, and related correspon­
dence. Paper records are maintained in the regions by 
the Fee Compliance Branch; film records are maintained in 
Denver. 

a. Film records. 

Destroy in agency when no longer needed for reference. 

b. Paper records. 

Break file on September 30 of each year. Transfer 
to FRC 3 years after file break, if volume warrants. 
Destroy 6 years after file break, except for records 
related to current or pending litigation; such 
records should be destroyed upon resolution of the 
litigation. • 

c. Machine-readable records related to 837-1 files. 

Submit SF 115 to NARS when records are created. 
Disposal not authorized at this time. 

203-03 

203-04 

Deletions (Abandonments) File. Arranged alphabeticallj 
by State, thereunder alphabetically by name of coal 
mine operator. Records are required to document the 
abandonment of a mine; if the mine is abandoned, mine 
operator no longer submits 837-l's. Maintained in the 
Regions. 

Destroy in agency 6 years after abandonment. 

NOTE: Data is also on tape in Bureau of Mines, Denver. 
If OSM begins generating these records, submit 
SF 115. 

Computer printouts., generated from data maintained by the 
Bureau of ~rines, Denver, containing list of mine opera­
tors (respondents) paying fee, respondents not paying 
fee, and non-respondents. Printouts are generated 
monthly. 

Destroy in agency when superseded or obsolete. 

•IJOB NO. 
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203-05 National Abandoned Mined Lands Inventory. These will 
consist of machine-readable records and probably some 
cartographic materials (annotated US Geological Survey 
quadrangle maps). Inventory is still in the planning 
stages, and may not be operative f~i•.from 1 to 5 years. 

Submit SF 115 to N.ARS when program is operative. 

203-06 State Abandoned M;ned Lands Inventory. 

Submit SF 115 to NARS when program is operative. 

203-Cfl AML Operations Manual. 

Disposal not authorized at this time. 
NARS when first issue is finalized. 

Submit SF 115 to 

203-08 Monthly Report of AML Activities to Senate Subcommittee 
of Interior Committee on Appropriations. Report submittec 
by AML since early 1979, at the request of Senator Robert 
Byrd. Contains information concerning the fee collection 
program, disbursements, OSM staffing, and current status 
of the program activities of AML. (NOTE: This informatim 
is summarized in the OSM annual report. A copy of this 
monthly report is retained in the Office of the Secretary 
of the Interior1 

Destroy in agency when 3 years old. 

203-09 Solicitor's File. A reference file of Department of the 
Interior Office of the Solicitor's opinions concerning 
AML and Title IV of PL 95-87. Arranged by section of 
Title IV. 

Destroy in agency when no longer needed for reference. 

203-10 Records relating to entry upon lands or property for 
conducting reclamation activities. Records include 
property information, report on nature of work to be per­
formed, landowners' consent forms, negotiator's report, 
legal descr,iption of land, copy of power of attorney, 
public notice of forced entry, lien or waiver of lien, 
land appraisal report, feasibility studies, and other 
similar materials. 

a. Headquarters (maintains duplicates of originals of 
selected documents) 

Destroy 3 years after completion of related reclamatii~n projec. 
Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
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203-ll 

b. Regions (maintains originals of all documents in 
the file) 

Transfer to FRC 1 year after completion of project, 
if volume warrants. Destroy 6 years after completior 
of related project. 

Land Acquisition Project Files. (:Maintained in regions 
by Realty Branch). Arranged as appropriate to office. 
Lands adversely affected by past coal mining practices 
may be acquired by OSM if Regional Director finds that 
such acquisition is necessary for successful reclamation 
(30 CF'R f579) • File includes but is not limited to 
consent forms, insurance records, ownership documents, 
description of land, appraisal report, planning reports, 
relocation forms, correspondence and other records about 
funding of improvements. 

a. Regions (maintains official file). 

1) Records other than abstract or certificate of 
title. 

Transfer to FRC 6 years after completion of 
acquisition, if volume warrants. Destroy 10 
years after unconditional sale or release by the 
Government of conditions, restrictions, mortgage:
or other liens. 

2) Abstract or certificate of title. 

Transfer to purchaser after unconditional 
sale or release by the Government of conditions, 
restrictions, mortgages, or other liens. 

b. Headquarters (may maintain copies of originals of 
selected documents). 

Destroy all records in agency 3 years after completi
of acquisition. 

GRS 3/2b 
(same) 

s, 

GRS 3/2c 
(same) 

Jn 
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300-01 

Chanter 3. Records Relatin~ to Inspection and Enforcemen~ 

NOTE: See Chapter 7 (Materials Common to Most Offices) 
for record seri~s not listed in this chapter. 

The divisions under the Assistant Director for Inspection 
and Enforcement carry out the ~ollowing functio~s: 
maintain civil penalty assessment records; develop pro­
cedures for restitution or forfeiture of bond to achieve 
reclamation; determine penalty assessment for violations 
and monitor field conference officers' activities; 
formulate policy, develop regulations, and evaluate 
State and Federal enforcement and penalty assessment pro­
grams and the Mine Operator Employee Protection Program; 
formulate policy and procedures, and evaluate the Federal 
inspection program; develop procedures in monitoring and 
supporting State inspection programs; assist in prepara­
tion and revision of regulations concerping the inspec­
tion program; monitor the effectiveness.of the OSM 
inspection force. 

Correspondence (Subject) Files. Arranged according to 
the Subject File Classification $ystem outlined in 
Appendix II of this manual. General c9rrespondence, 
reports, completed forms, and other records pertaining to 
the administration and operation of OSM and Inspection ana 
Enforcement activities put e;_9lud:iE-g_fJl~-~ descrrt>E;'d. ___ _ 
elsewhere in this. schedule. , _ . .. _ _ . ~l 

a. Headquarters. 

Cut off file at close of FY. Destroy in agency when 
3 years old or when no longer needed for reference, 
whichever is sooner. 

b. Regions. 

Gut off file at close of FY. Destroy in agency when 
3 years old or when no longer needed for reference, 
whichever is_§.o.on!3r_._ _ _ -- ·- - ·· 

Assessment Case ·Ffi;s. Arranged alphabetically by name o t, 
coal mine company, thereunder by Cessation Order (CO) 
or Notice of Violation (NOV) number. These records are 
accumulated in the process of assessing and collecting 
civil penalties levied by OSM as result of issuance of 

301-01 
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CO's and NOV's during a Federal inspection of a mine 
(see 30 CFR 723). Records include citation, Inspector's 
statement, Inspector's report, assessor's explanation of 
assessment, assessment worksheet, Notice of Proposed 
Assessment, assessment cover letter, assessment 
assignments, application for review docketing, correspon
dence and other materials received from the coal mining 
company, affadavits, conference information (terminatio
form, vacation form, modification form, conference 
results), docketing for civil penalty; copy of abstract, 
check and escrow payment; hearing review; collection 
letters (if any), certified mail receipt and collection 
receipt, all fee collection and coordination performed 
at Headquarters; closed•case contains case history card 
listing key events and dates in the assessment and 
collection process. 

a. Headquarters. 

Destroy CO or NOV case file 5 years from date of 
last review decision, or 5 years from date of ex­
piration of opportunity for review, whichever is 
applicable. 

b. Regions. 

Destroy CO or NOV case file 5 years from date of 
last review decision, or 5 years from date of ex­
piration of opportunity"'for review, whichever is 
applicable. 

NOTE: When program to computerize,\the information con­
tained in these case files is in operation, OSM 
should submit a SF 115 to re-schedule the paper 
records and to schedule the machine-readable 
records that will be created. 

­

~ 

301-02 

301-03 

11 Alpha-Numeric II Card Index File. Arranged alphabetical 
by name of coal companj':. A finding aid to the Assess­
ment Case File. Information includes NOV number, regio
date of issuance. 

Destroy in agency with related records. 

"Permit Numbers" Card File. Arranged alphabetically by 
name of State, thereunder numerically by permit number. 
A finding aid to the Assessment Case File. Information 
includes permit number, State where issued, company 
name, and NOV number. 

.:y 

1, 
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Destroy in agency with related records. 

301-04 t1NOV 11 Card File. Arranged by year, thereunder numerical] 
by region number, thereunder by NOV number. A finding 
aid to the Assessment Case File. Information includes 
date of issuance and name of company receiving NOV. 

Destroy in agency with related records. 

y 

301-05 Cessation Order (CO) Index. Arranged by year, there­
under numerically by region, thereunder by CO number. 
A finding aid to the Assessment Case File. Information 
includes CO number, date of issuance, inspector number, 
name of coal company or individual cited. 

Destroy in agency with related records. 

301-06 Abstract of Remittances Book. Contains deposit sheets 
(listing company name date of payment, amount of 
deposit, balance owed), escrow account information; and 
xerox copies of checks, certified mail receipts, and 
other payment documents. These items are retained for 
office reference only; these are not records maintained 
by.agency accounting offices. 

Destroy in agency when no longer needed for reference. 

301-07 Notice of Violation (NOV) Files. Arranged as approprial
Records includeoNOV; inspector's report; modification, 
vacation, or payment notice; conies of assessment records 
(received from Assessment Branch, HQ); review and related 
correspondence. 

a. Regional or District Office, whichever is applicable 
(official file). 

Destroy 5 years after NOV is vacated or paid. 

b. All other offices~{reference files). 

1) If filed with mine permits--Destroy with related 
permit file. 

2) If filed separately--Destroy when NOV is vacated 
or paid. 

te. 

301-08 Notice of Violation Log. 

Destroy in agency when no longer needed for reference. 
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301-09 Cessation Order (CO) Files. Arranged as appropriate. 
File includes Cessation Order, inspector's report, 
copies of assessment records (received from Assessment 
Branch, HQ), and any related correspondence. 

a. Regional or District Office, whichever is applicable 
(official file). 

Destroy 5 years after CO is vacated or paid. 

b. All other offices (reference files). 

1) If filed with mine permits--Destroy with related 
permit file. . 

2) If filed separately--Destroy when CO is paid or 
vacated. 

301-10 Cessation Order Log. 

Destroy in agency when no longer needed for reference. 

301-11 Citizen Complaint Case Files. Arranged as appropriate. 
Records include original complaint (written complaint or 
report of oral complaint), OSM aclmowledgement letter, 
complaint investigation report, reply to citizen and replJ 
to coal mine operator, records relating to Regional 
Director's review (if any), and other related correspon­
dence. Maintained in regions. 

Destroy in agency 5 years after resolution of complaint. 

301-12 Citizen Complaints Log. 

Destroy in agency when no longer needed for reference. 

301-13 Small Operator Exemption Case Files. Records relate to the 
process described in Section 502c of PL 95-'2:7 and 30 CFR 
710.12. Applications were submitted to OSM by February 3, 
1978. Exemptions, if approved, were effective on the date 
approved;and were to remain in~effect until expiration 
or renewal of the State permit to which the exemption 
applied, December 31, 1978, or until revoked, whichever was 
ea:r:lier. Records in the file include application for exem:r::tion, 
notice of exemption,notice that application was incomplete, 
notice of rejection or approval,letters from coal company 
attorneys,documentation from the DOI Office of .Hearings al'.ld 
Appeals (for example, dismissal of .appeal(or memorandum 
opinion and order if decision was reached). All accepted 

IJOB NO. 
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applications expired January 1, 1979. Arranged alphabeti
by name of coal company, A through Y. These files are no 
longer created. 

a. Accepted Application Case Files. 

Destroy in agency 3 years after expiration. 

b. Rejected Application Case Files. -

Destroy in agency 2 years after rejection. 

c. Case files for applications that were submitted, then 
returned as incomplete,.and never re-submitted. 

Destroy in agency when 2 years old. 

)ally 

301-14 Mine Operator Emplgyee Protection Program Records. 
Regulations have been written for this program; however, 
no actions have yet. (June, 1979) been initiated and 
no records exist., 

Submit SF 115 upon completion of case file for first actii>n. 

301-15 Letters of Complaint and Inquiry from Citizens. Arranged 
alphabetically by name of addressee. Inquiries about 
obtaining surface mining permit applications, requests foi• 
general information about OSM, inquiries about obtaining 
small operator exemptions, general inquiries about PL 
95-'i!fl, complaints about OSM, and copies of cit:izens 1 

complaints resul~~g_in NOV 1s ,and CO's. 
' 

Destroy in agency when 3 yea.rs old. 

301-16 Coal Company Correspondence Files. Arranged a1phabeticall~ 
by name of coal company. Correspondence relating to a 
coal company, including letters announcing company's inte
to sue, requests for hearings, announcement of issuance o 
NOV or CO, and similar matters. 

Destroy in agency when J ye~~s old•. 

nt 

302-,0li Weekly Tna:pection Activity Reports. Arranged chronologica
Reports prepared in the Division of Inspection, HQ, and se
to regional offices and other interested parties. Infor­
mation in these reports is summarized in the OSM annual 
report to Congress. The reports contain inspector's name, 
region, date of inspection, type of mine, name of mine or. 
mining company, permit #, NOV or CO, State, and inspector I 
abbreviated comments about the insnection. Data will 

lly. 
nt 

s 
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eventually be computerized. 

a. Record copy. 

Destroy in agency when 3 years old. 

b. All other copies. 

Destroy in agency when 1 year old. 

302-02 Weekly Inspection Summary Reports. Arranged chronologic
Statistical summaries for each region, prepared by 
Division of Inspection, HQ, and distributed to regional 
offices and other interested parties. Information con­
tained includes number of inspections per State, number 
of NOV 1s per State, number of CO's per State, and number 
of citizen complaints per State, for a bi-weekly period. 

a. Record copy. 

Destroy in agency when 3 years old. 

b. All other copies. 

Destroy in agency when 1 year old. 

ally. 

302-03 Inspector's Training Manual. 

Submit SF 115 to NARS when manual is completed. 

302-04 Ins}llector's Guide Book. 

Submit SF 115 to NARS when guide book is completed. 

302-05 Mine Inspection Reports. Arranged as appropriate to 
office. There are at this time 2 inspection reports per 
month per mine. The surface coal mine inspection report 
contains name and address of permittee, MSHA #, date of 
last inspection, permit information, and grade (satis­
factory or unsatisfactory) on backfilling, spoil and 
waste disposal, hydrologic system, blasting, revegetatior 
procedures, and other specifics; inspector's comments; 
number of CO or NOV issued, if any. 

a. Record copy (generally field offices). 

Break file annually. Transfer to FRC 3~ears after 
file break if volume warrants. Destroy 6 years afteI 
file break. 
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b. All other copies. 

302-06 

Destroy in agency when 3 years old. 

Mining and Reclamation Plans. Maintained in regional, 
district, or field offices as appropriate. PL 95-8:7 
requires applicants for surface mining and reclamation 
permits to submit to OSM an application including a 
description of the type and method of coal mining opera­
tion proposed, the engineering techniques proposed, and 
the equipment proposed; a map or plan, showing the land 
to be affected by~by the proposed mining; the name of 
the watershed and location of the surface stream into 
which drainage will be discharged; a•determination of the 
probable hydrologic consequences of the mining and rec­
lamation operations; climatological factors of the land; 
maps (US Geological Survey topographic quadrangles) 
annotated to show the boundaries of land to be mined; 
man-made features; cross-section maps or plans of the 
land to be affected; statement of the result of test 
borings or core samplings; soil survey for those lands 
which may be prime farm lands; a reclamation plan; 
certification that the applicant has a public liability 
insurance policy; a blasting plan; copy of permit; and 
other related materials. File is arranged as appropriate 
to office. 

a. Official copy. 
-------- ----.. 

IPlace in inactive file upon expiration of related , 
; permit, supersession of mine plan, or end of life of 

mine, whichever is appropriate. Cut off inactive fil~ 
, at close of FY. Transfer inactive file to FRC 1 year i 

~-1i..f_te:r:-cll°tQf~JJ~~~rw-S;~ears-after •cutorr:-· •• ·- - """' 
~ '~ -= ....,, .. 

b. AJ..1 other, c~es.___ ,._.., 
., . _Destroy in agency upon expiration of related permit, i 
___ :~~persession of mine plan, or end of life of mine, '! 

whichever is appropriate. 1 
l 

- .. . ~ ....-..: 
NOTE: If these-files are to be filmed,. submit SF 115 

to NARS providing for new dispositiqn for paper 
and disposition for film. 
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Chapter 4. Records Relating to State and Federal 
Programs and Small Operator Assistance Program. 

NOTE: See Chapter 7 (Materials Common to Most Offices) 
for record series not listed in this chapter. 

The several divisions under the Assistant Director for 
State and Federal Programs carry out the following 
functions: formulate policy, regulations, and procedure:~, 
and provide guidance for establishing State programs and 
Federal programs; establish Federal lands and Indian 
lands programs; conduct Indian lands studies; establish 
policy for review, and review State program applications 
provide technical assistance and grants-in-aid to States 
for development of State programs; develop guidelines 
on review of permit applications; provide policy and 
procedure for designation of lands unsuitable for mining 
prepare regulations concerning the conflict-of-interest 
provisions for State personnel affected by PL 95-87; 
and establish policy and procedure, as well as designate 
and qualify laboratories, for the small operator 
assistance program. 

Correspondence (Subject) Files. Arranged according to 
Subject File Classification System outlined in Appendix 
II. General correspondence, reports, forms, and other 
records pertaining to the administration and operation 
of OSM activities and the State and Federal •t1:rograms, 
but excluding files de~cribed e:t,9-.e~qer~, in .:this .__ 
disposition schedule ..-, i_·__________' ______,_____.., 

1 
- -----~-------.-.-------~--~~~ 
-----~--------...;.___.,.~-~~.__-_, ----......_------·---, 

. j 

a. Headquarters. 

Cut off file at close of FY. Destroy in agency 
when 3 years old or when no longer needed for 
reference, whichever is sooner. 

b. Regions. 

Cut off file at close of FY. Destroy in agency when 
3 years old or when no longer needed for reference, 
whichever is sooner. 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

401-01 

401-02 

-- - -~-
l 

Grant Application Files. States' applications, memoranda, 
correspondence, and other records relating to the decisicn 
to accept or reject grant applications. 

a. Rejected applic~tions, with related records. 

Destroy in agency 5 years after rejection. 

b. Accepted applications. 

Transfer to Grant Case Files, Item 401-02 of this 
schedule. 

Grant Case Files. Arranged as appropriate to office. 
File includes but is not limited to accepted State 
grant applications; grant agreements and amendments therE
to; approval correspondence; supporting documentation 
such as copies of State laws and regulations; OSM review 
reports, findings ;i and recommendations; copies of 
selected State financial records; financial reports; 
financial status reports (SF 269); narrative performancE 
reports; requests from OSM to State for information, and 
related replies; press releases; memoranda to the Sol­
icitor; Congressional inquiries about specific grants. 

a. Headquarters (file is maintained for reference use). 

Place in inactive file when grant is withdrawn, 
completed, or terminated, Cut off inactive file at 
close of FY. Transfer to FRC 3 years after cutoff. 
Destroy 10 years after cutoff. 

b. Regions (official files). 

Place in inactive file when grant is withdrawn, 
completed, or terminated. Cut off inactive file at 
elose of FY. Transfer to FRC 5 years after cutoff. 
Destroy 20 years after cutoff. 

NOTE: If paper records are filmed, submit new SF 115 to 
NARS for paper and film records. 

When In~~~ J?~i~~j-]raht ·cfaseFi/1.es are created, 
submit SF 115 to NARS. --- - - • -. 

GRS 3/14 
a, b 
(same) 

­

GRS 3/15
(115) 

401-03 Grant Control Card File. Cards used to control the 
assignment of numbers to or identifying of grants. 

Destroy in ai.rency when superseded or obsolete. 

lJOB NO. 

Four copies, Including original, to be submitted to the Na11onal Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
Gl'O , 1975 0 579•387 FPMR (41 CFR) 101-11.4 

115-203 
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9.
8. DESCRIPTION OF ITEM SAMPLE OR

(With Inclusive Dates or Retention Periods) JOB NO. 
10. 

ACTION TAKEN 

401-04 State Program Review File. 0SM reviews of State regula­
tory program as a whole. Arranged by State. 

Submit SF 115 to NARS when this file is created. 

401-05 State Legislative History File. A reference file 
containing copies of State laws and regulations pertaining 
to all aspects of coal mining and the reclamation of 
mined lands. 

Destroy in agency when no longer needed for reference, 
obsolete, or superseded. 

401-06 State Program Pile. PL 95-87 requires each State ( in whi 
there are or may be conducted surface coal mining opera­
tions on non-Federal lands, and which wishes to assume 
exclusive jurisdiction over the regulation of surface 
coal mining and reclamation operations) to submit to 0SM 
a State program document which demonstrates that the Stat,~ 
can carry out the provisions of PL 95~87 and meet its 
purposes. Records include the State program document, 
0SM guidance and review documentation, notice of 0SM 
approval or disapproval, copies of Federal Register 
notices, and any other related records. 

Disposal not authorized. Submit SF 115 to NARS when 
State programs are submitted. 

~h 

401-07 Federal Program File. Program documents prepared by 0SM 
when a State fails to submit a State program covering 
surface coal mining and reclamation operations, or fails 
to re-submit an acceptable State program after the orig­
inal State program is disapproved, or fails to implement, 
enforce, or maintain its approved State program as pro­
vided for in PL 95-87. File includes the Federal program 
document, public notice of hearing, records related to thE 
public hearing, 0SM review documents, copies of Federal 
Register notices, and other related materials. 

Disposal not authorized. Submit SF 115 to NARS when 
Federal programs are created. 

401-08 Public Review File. Duplicate copy of State grant applicc 
tion and duplicate copy of State program document, 
maintained in regional offices solely for review by the 
public. 

Destroy in agency when no longer needed for reference 
by the public. 

-

IJOB NO. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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7. 
ITEM NO. 

401-09 

401-10 

402-01 

402-02 

402-03 

402-04 

9.8. DESCRIPTION OF ITEM SAMPLE OR 10.(With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

Statements of Employment and Financial Interests. 
0SM Form 705-1, submitted to OSM by State employees in 
accordance with PL 95-87, Section 517g. Forms contain 
information about the individual's f:inancia.1-interests, 
real property holdings, business interests, and creditors. 
Copies are also retained in files of the individual's 
State regulatory authority. 

Destroy in agency 2 years after employee leaves the 
position for which the statement is required. 

Conflict of Interest Case Files. Arranged as appropriate. 
Records include a checklist of OSM responsibilities, 
copy of conflict-of-interest regulations, letter from 
State Governor designating the State regulatory author­
ity, lists of State employees exempt from the conflict­
of-interest restrictions, correspondence concerning un­
resolved conflict-of-interest situations in a State, 
and other similar material. Records are used to rate 
State compliance with this provision of PL 95-87. 

Destroy in agency 4 years after completion of related 
State grant, except for those records involved in current 
or pending litigation. Such records should be destroyed 
upon resolution of litigation. 

Special Indian Studies File. Section 710 of PL 95-87 
directs 0SM to prepare studies on the regulation of 
surface mining on Indian lands. 0SM contracts with 
tribes or tribal organizations such as CERT to perform 
such studies, and reviews and monitors the studies. 
Records include cooperative agreements, contracts, 0SM 
review documentation, the final study report and other 
products of the study, and related correspondence. 

Submit SF 115 to NARS when first final study report 
is prepared. 

Indian Lands I Coal Mining Plans Review File. 

Submit SF 115 to NARS when review program begins to 
create records. 

Records Relating to Technical Assistance to Indian Tribef . 

Submit SF 115 when records are created. 

Petitions for Desimiation of Lands Unsuitable for Surfaci 
Mining. 

Four copies, Including original, to be submitted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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7. 
ITEM NO. 

I·JOB NO.or Records Dispos,ltion Authority- Continuation 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

PL 95-e:-/ authorizes OSM to establish a process for the 
public to petition to have an area on Federal lands 
designated unsuitable for all or certain types of surface 
coal mining operations. Records in this file may include 
petition, OSM internal review documents, review documents 
by BLM or other interested agency, transcripts and other 
materials from public hearings, maps of the area, notice 
of acceptance or rejection of the petition, Federal 
Register notices; statements concerning the abundance of 
coal resources and the impact of the designation; and 
final decision on the petition. 

Submit SF 115 to N.ARS when these case files are created. 

FOR DISPOSITION of Federal-State Cooperative Agreement 
Files/Memoranda of Understanding Files, SEE Item 606-01 
of this schedule. • 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 
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10. 
ACTION TAKEN 

403-01 Handbook for Small Operators: Reclamation Techniques 
Which Preserve and Enhance Water Quality and Quantity 
in the East.,: 

Submit SF ll5 to NARS when this handbook is issued. 

403-02 11 Program Guidance Primer on Assistance for the Small 
Operator Under the Surface Mining Control and Reclama­
tion Act of 1977.' 

Submit SF 115 to NARS when this primer is issued. 

403-03 Laboratories Case Files. According to PL 95-e:-/, a 
qualified public or private laboratory performs the 
required determination of probable hydrologic conse­
quences of mining and provides statements of the result~ 
of bore or core analyses for qualified small operators. 
Such laboratories are qualified by OSM to perform these 
services, and records in this file relate to the qual­
ification process. Records include, but are not limitec 
to, qualification statements submitted by the labs, OSM 
review documentation, records of on-site inspection of 
the labs, OSM notification of approval or rejection, 
re-qualification statement (if any), de-qualification 
statement (if any), and all related correspondence. 
These case files are maintained in Regional Offices. 
LA list of qualified labs will be publi~hed in the 
Federal Register or.similar publication.t.f 

a. Case files for approved labs. 

STANDARD FORM 115-AFour copies, Including original, to be submitted to the National Archives 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4GPO : 19?5 0 579-387 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

b. 

' 

Transfer to FRC upon termination of qualification, 
if volume warrants. Destroy 3 years after termination 
of qualification. 

Case files for labs not approved. 

Destroy in agency 3 years after determination is made. 

NOTE: If OSM decides to film these case files, submit 
new SF 115 for disposition of paper and film. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR} 101-11.4 

115-203 



PAGE OFRequest for Records Disposition Authority- Continuation IJOB NO. 

7. 
ITEM NO. 

500-01 

501-01 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Chapter 5. Records Relating to Technical Services 
and Research 

Tecnnicai Services and Research estaolishes policy and 
procedure and provides tecnnica.i requirements for per­
mits, reclamation plans, and per1·ormance standards. It 
furnisnes guidance witn regard to tecnnical. standards, 
specia.L 1•ield services, environmental. analysis, research, 
and training anct hanct.Les tne program of grants to insti­
tutions. Its functiona.L areas consist or tecnnica.L ser­
vices, applied research, tecnnical training, and mineral 
institutes. 

NUTE: See Chapter 7 (Materia.Ls Common to Most Offices) 
for record series not listed in this cnapter. 

Subject CQ!:respondence File. Arranged according to the 
Subject File Classification System contained in Appendix 
II of this manual. Consists of correspondence, reports, 
forms, and other records pertaining to the administra­
tion and operation of OSM activities but excluding files 
described_ else~p.ere in thl:s chap:t;~r. 1 • - • • • -

a. Headquarters. 

Cut off file at close of FY. Destroy in agency 3 
years after cutoff or when no long~r needed for 
reference, whichever is sooner. 

b. Regions. 

Cut off file at close of FY. Destroy in agency 3 
years after cutoff or when no longer needed for 
reference, whichever is sooner. 

Mine Plan Review File. Includes mine pl.an, notice of 
availability, technical analysis of the plan, copy of 
NEPA analysis, letters of recommendation, notice of 
pending Federal decision, copy of approval documents, 
and related records. 

a. Record copy-~Cut off file at close of FY in which per­
mit expires, and transfer file to FRC. Destroy 15 
years after cutoff. 

128 
9. 

SAMPLE OR 10. 
JOB NO. ACTION TAKEN 

Four copies, lncludirig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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GPO: 1975 O - 579•387 FPMR (41 CFR) 101-11.4 

115-203 

https://Materia.Ls


I JOB NO,Request fo'r Reco'rds l;)isposition Authority-Continuation PAGE OF 129 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

b. All other copies--Destroy in agency upon expiration of 
permit. 

502-01 Research Proposal File. Applications, proposals, memor­
anda, correspondence, and other records relating to the 
decision to accept or reject grant proposals. 

a. Unsuccessful (rejected or withdrawn) applications-­
SEE GRS 3/J.4a. 

b. Accepted applications--Place in Research Case File 
(item 502-02). 

NarE: For Mineral Institutes Research Grant Application 
Files, see item 504-06. 

GRS .3/J.4h 
(same) 

502-02 Research Case File. Consists of proposal, project auth­
orization documents or contract, progress reports, the 
final product, and related correspondence. 

Submit SF ll5 when file is created. Disposal not auth­
orized at this time. 

NOTE: For Mineral Institutes Research Case Files, see 
item 504-05. 

GRS .3/15
(115) 

502-03 ~erimental Practices Review Case File. Consists of re­
quest for review of proposed experimental practice along 
with OSM review documents. (PL 95-87 authorizes OSM 
with the ~proval of the ~cretary to grant departures 
in individual cases on an experimental basis from the 
environmental protection performance standards set forth 
in the Act.) 

a. If request is approved, hold file until authority for 
practice is discontinued or until a change in OSM 
regulations authorizes the practice on a perma.nent 
basis. Cut off at close of FY in which discontin­
uance or rule-change takes place. Destroy in agency 
2 years after cutoff•1 

b. If request is disapproved, cut off at close of FY 
and destroy in agency 1 year after cutoff. 

502-04 Research and Development Technical Reference Files. 
Copies of technical reports, specifications, drawings, 
and other technical and scientific data received from 
Government agencies, commercial concerns, or other 
sources, used as a reference source in the performance 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579 .. 387 FPMR (41 CFR) 101-11.4 

115-203 
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ITEM NO. (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF 

10. 
ACTION TAKEN 

of the research and development function, but exclusive 
of official file copies of these docmnents. 

SEE GRS 19/J.4..' 

503-01 Training Aids. 

a. One copy of each manual, syllabus, textbook, and 
other training aid developed by the agency. For 
example, a model outline of the training of blasters. 

Submit SF 115 when training aid is created. Disposal 
not authorized at this time. 

b. Training aids from other agencies or private institu­
tions. 

SEE GRS J/30a(2). 

504-01 Records of the Advisory Committee on Mi.ning and Mineral 
Research. PL 95-87 requires the establishment of this 
Committee for the purpose of consulting with, and making 
recommendations to, the Secretary of the Interior on all 
matters relating to mining and mineral resources re­
search and involving determinations provided for by 
Title III of the Act. Membership consists of one repre­
sentative each from the Bureau of Mines, National Science 
Foundation, National Academy of Sciences, National Acade 
of Engineering, and United States Geological Survey as 
well as not more than four other members appointed by 
the Secretary of DOI. OSM provides this Committee with 
administrative support. 

a. Records: relating to the Committee's establishment, 
organization, membership, and policy. 

Submit SF 115 to cover record copy. Disposal not 
authorized at this time. 

b. Records created by the Committee. 

(1) Agenda, minutes, final reports, and related recor 
documenting the accomplishments of the Committee. 

(a) Record copy--PERMANENI'. Cut off at_ close of 
FY. Transfer to FRC 3 years after cutoff. 
Offer to NARS 1D years after cutoff.' 

c-... I ''II.fr .. 

GRS J/30 
(115) 

GRS 16/1 
(115) 

GRS 16/ 
(JJS) 

(1) 

(1) 

b(l)(a) 

Four copies, lncludlrig orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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7. 8. DESCRIPilON OF ITEM 10.SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods)ITEM NO. JOB NO. 

(b) All other copies--SEE GRS 16/12b(l)(b). 

(2) All other Committee records--SEE GRS 16/12b(2). 

Mineral Institutes ReEorts Files.504-02 

a • .Annual reports. PL 95-:-87 requires each Mineral In­
stitute to make an annual report on work accomplished 
and the status of projects underway along with a de­
tailed statement of funds received and disbursed 
under the Mineral Institutes Program. 

Submit SF 115 when first annual report is received. 
Disposal not authorized at this. time. 

b. Quarterly reports. 

File in item 504-03~ 

c. other reports (special, nonperiodic, etc.·). 

Submit SF 115 when such reports are created and re­
ceived. Disposal not authorized at this time. 

Designated :Mineral Institutes Case Files. PL 95-87 re­
quires each Mineral Institute to plan and conduct 
research, investigations, and experiments relating to 
mining and mineral resources and to provide for the 
training of mineral engineers and,scientists. Files 
consist of records related to each formally designated 
Mineral Institute. Records include but are not limited 
to initial applications, approval letters, applications 
for annual allotment grants, designation letters, 
records of telephone conversations, M.I. quarterly re­
ports, site visit reports, scholarship/fellowship 
records, and related correspondence. 

504-03 

a. Headquarters. 

Cut off at dose of FY in which funding of M. I. 
ceases. Transfer to FRC 2 years after cutoff. De­
stroy 6 years after cutoff. 

b. Regions. 

Destroy when funding of M~I. ceases. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 

115-203 
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{With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

504-04 Eligible Mineral Institutes Case Files. Records relating 
to those institutions that have applied for eligibility 
as Mineral Institutes.' 

a. Rejected applications. 

Cut off at close of FY in which application is re­
jected. Transfer to FRC 3 years after cutoff if 
volume warrants. Destroy 7 years after cutoff. 

b. Accepted applications. 

(1) Applications of institutions designated as Mineral 
Institutes--Place in Designated Mineral Institutes 
Case Files (item 504-03). 

(2) Applications of institutions not designated as 
Mineral Institutes--Destroy in agency at close of 
FY in which possibility of designation ceases. 

504-05 Research Grant Case Files. Case files of grants to in­
dividual Mineral Institutes for the funding of research 
related to mining and mineral resources. Include but 
are not limited to pre-proposals, proposals or appli­
cations, patent information, project reports, studies, 
certificates, agreements, memoranda, correspondence, 
and other records relating to the receipt, review, award, 
evaluation, status, and minitoring of grants; allocation 
of funds, and project budgets. 

a. Headquarters. 

Cut_off at close of FY in which grant is terminated. 
Transfer to FRC 3 years after cutoff if volume war­
rants. Destroy 7 years after cutoff. 

b. Regions. 

Destroy in agency at close of FY in which grant is 
terminated. 

GRS .3/15 
(115) 

GRS 3/15 
(ll5) 

504-06 Research Grant Application Files. Applications, memor­
anda, correspondence, and other records relating to the 
decision to accept or reject Mineral Institutes research 
grant applications or proposals. 

a. Unsuccessful (rejected or withdrawn) applications-­
SEE GRS 3/]4.a. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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9. 
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10. 
ACTION TAKEN 

b. Accepted applications--Place in Research Grant Case 
Files (item 504-05). 

GRS J/141:: 
(same) 

504-07 Research Grant Control Files. Indexes, registers, logs, 
or other records relating to ,the control of assigning 
numbers or identifying projects, applications, and 
grants. 

SEE GRS J/16. 

504-08 Final Research Grant Product Files. Published reports, 
books, studies, audiovisual materials, or a:ny other 
final research grant product and related records in 
textual or machine-readable form. Include final pro­
ject reports and final project technical reports. 

Submit SF 115 when created or received. Disposal not 
authorized. 

GRS J/18 
(l15) 

505-01 Regulatory .Anal.ysis File. 

a. Draft working papers and extra copies of comments and 
of related items--Destroy in agency immediately. 

b. Final working papers including comments by .Assistant 
Secretar~for Energy and Minerals and by the Solici­
tor. 

Transfer to FRC 10 years after RA is issued. Destroy 
25 years after RA is issued. 

c. Regulatory Analysis Administrative Record. File in­
cludes original comments received and technical 
reference literature. 

See i tern 6bJ-2lb of this scheduie ~-- -

d. OSM record copy of published RA. 

Destroy in agency 10 years after issuance of RA. 
(GPO maintains its own record copy of OSM' s RA. ) 

e. Extra copies of published RA--Destroy in agency when 
no longer needed for reference. 

IJOB NO. 

Four copies, lncludlrig orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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505-03 

505-04 
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ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO. 

Records Relating to OSM Environmental Impact Statement. 

a. Draft working papers and extra copies of comments and 
of related items--Destroy in agency immediate.Ly. 

b. Final working papers including conunen~s b;r_ Assi_s_tani:.__ ~ 
Secretary for Energy and Minerals.I __ .. _ __ ___ _ 

Transfer to FRO 10 years after EIS is issued. Destroy 
25 years after issuance of EIS. 

c. OSM Environmental Impact Statement Administrative 
Record. File includes conunents received. 

d. osr1 record copy of published EIS. 

Destroy in agency 10 years after issuance. (NarE: 
EPA is the Federal office of record for all agency 
EIS' s.) 

e. Extra copies of puolished EIS--Destroy in agency when 
no longer needed for reference. 

Environmental Effects of Mine Plans File. 

a. EIS relating to individual mine plans--Place in Mine 
Plan Review Case File (item 501.:.01). 

b. Environmental assessment 01· individual mine plans-
Place in Mine Plan Review Case File (itern 501-01). 

Other Agency EIS Review File. Conunents by OSM on draft 
EIS's submitted by other Federal agencies and by other 
elements of DOI. 

Destroy in agency when 2 years old or when no longer 
needed for-reference, whichever is sooner. 

Four copies, lncludlrig original, to be submitted to the National Arc_hlves STANDARD FORM 115-A 
Revised July 1974 
.Prescribed by General Services 

Administration 
GPO : 1975 0 ~ 579-387 FPMR (41 CFR) 101-11.4 
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Chapter 6. Records Relating to Personnel, .l:ti.l.dget and Fin­
ancial Management, Information and Records Management, 
Automated Data Processing, Administrative Services, and 
Planning. 

N0rE: See Chapter 7 (Materials Common to Most Offices) 
for record series not listed in this chapter. 

600-01 Correspondence (Subject) Files. Arranged according to the 
Subject File Classification System contained in Appendix 
II of this manual. General correspondence, reports, forms, 
and other records relating to OSM activities and the 
functional areas of personnel, oudget andfi.nanciai manage­
ment, information and records management, automated data 
processing, administrative services, and planning. 

a. Headqu.arters--Cut off file at close of FY. Destroy 
in agency when J years old or when no longer needed 
for reference, whichever is sooner. 

o. Regions--cut on· file at close of FY. Destroy in agen­
cy when 3 years old or when no longer needed for 
reference, whichever is sooner. 

PERSONNEL RECORDS 

601-01 Official Personnel Folders. 

SEE GRS 1/lb(l) and GRS 1/lb(2). 

601-02 Temporary Individual Employee Records. 

SEE GRS 1/lO. 

601-03 Service Record Cards. Service Record Ca.rd (Standard ~·orm 
7 or its equ.ivaJ._~nt). Cards for employees s~parated or 
transferred on or after__ January-1, l 9L;..8'. 

SEE GRS ]/2o. 

601-04 Offers of Employment Files. 

SEE GRS 1/4~,b. 

601-05 Certificates of Eligibles Files. 

SEE GRS 1/5. 

601-06 Employee Record Cards. Employee record cards used for 

• 

Four copies, lncludirig original, to be submitted to the National Archives STANDARD FORM 115-A 
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informational purposes outside personnel offices (such 
as SF 7-b). 

SEE GRS 1/6. 

601-(J'f Position Classification Files. 

SEE GRS l/7a, b, c, d. 

601-08 Interview Records. Correspondence, reports, and other 
records relating to interviews with employees. 

SEE GRS 1/8. 

601-09 Performance Rating Board Case Files. Copies of case filef 
forwarded to OPM relating to performance rating board 
reviews. 

SEE GRS 1/9. 

601-10 Position Identification Strips. Strips such as Standard 
Form 7D, used to provide summary data on each position 
occupied. 

SEE GRS 1/11. 

601-11 Employee Awards Files. 

SEE GRS l/12a, b, c, d. 

601-12 Incentive Awards Program Reports• Reports pertaining to 
the operation of the Incentive Awards Program. 

SEE GRS 1/13. 

601-13 Notifications of Personnel Action. Standard Form 50 
documenting initial employment, promotions, transfers in 
or out, separation,and all other individual personnel 
actions, exclusive of those in Official Personnel Folders. 

SEE GRS 1/14 a, b. 

Employment Applications. Applications (SF 171) and re­
lated records, EXCLUDING records relating to appointments 
requiring Senatorial confirmation and applications re­
sulting in appointment which are filed in the OPF. 

SEE GRS 1/15. 
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601-15 Personnel Operations Statistical Reports. Statistical 
reports in the operating personnel office and subordinate 
units relating to personnel. 

SEE GRS 1/16. 

601-16 Correspondence and Forms Files. Operating personnel 
office records relating to individual employees not main­
tained in Official Personnel Folders and not provided 
for elsewhere in this schedule. 

SEE GRS 1/17 a, b, c. 

601-17 Duplicate Documentation and Personnel Files M9.intained 
Outside Personnel Offices. 

SEE GRS 1/18 a, b. 

601-18 Individual Health Record Files. Cards which contain 
such information as date of employee's visit, diagnosis 
and treatment. 

SEE GRS 1/19. 

601-19 Health Unit Control Files. 

SEE GRS 1/20. 

601-20 Individual Employee Health Case File. 

SEE GRS 1/21. 

601-21 Statistical Summaries. Copies of statistical summaries 
and reports with related papers pertaining to employee 
health, retained by the reporting unit. 

SEE GRS 1/22. 

601-22 Performance Rating Records. 

SEE GRS 1/23. 

601-23 Personnel Counseling Records. 

SEE GRS 1/27. 

601-24 Labor-Management Relations Records. 

SEE GRS l/29a, b. 

IJOB NO. 
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9. 
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10. 

ACTION TAKEN 

601-25 Training Records. 

a. Training Aids. 

1) One copy of each manual, syllabus, textbook, and 
other training aid developed by OSM, such as the 
"Co-op Program Student Manual, 11 "Cooperative 
Education Program, 11 "Cooperative Education Progran 
Regional Coordinator's Handbook," and similar 
publications developed by the Office of Personnel, 
OSM. 

a) Record copy. 

Destroy in agency when superseded or obsolete. 

b) All other copies. 

Destroy in agency when no longer needed for 
reference. 

-~. 2) Training aids from other agencies and private 
institutions. 

SEE GRS l/30a(2). 

b. General file of agency-sponsored training. 

SEE GRS l/30b(l) and 1/30 b (2). 

c. Employee Training. 

SEE GRS l/30c. 

d. Course announcement files. 

SEE GRS l/30d. 

GRS 1/3( 
a(l) 

(115) 

601-26 Grievance, Disciplinary and Adverse Action Files. 

SEE GRS 1/31 a, b. 

601-27 Wage Survey Files. Wage survey reports and data, working 
papers and related correspondence pertaining to area wages 
paid for each employee class; background papers establish­
ing need, authorization, direction, and analysis of wage 
surveys; development and implementation of wage schedules; 
and request for and authori.zation of specific rates (ex­
cluding authorized wage schedules and wage survey 

IJOB NO. 
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recapitulation sheets). 

SEE GRS 2/24. 

601-28 Personal Injury Files. Forms, reports, correspondence anc 
related medical and investigatory records related to on­
the-job injuries, whether or not a claim for compensatior 
was made, EXCLUDING copies filed in the Official Personnel­
Folder and copies submitted to the Department of Labor. 

SEE GRS 1/32. 

601-29 Employee Locator Files. Consists of information such as 
name, social security number, submission date, current 
address, emergency locator information and office addressi, 
telephone numbers. 

Destroy in agency when superseded or obsolete. 

601-30 Merit Case Files. Arranged by vacancy announcement numbe
Copies of vacancy announcements, listing of offices con­
tacted relative to the vacancy, their comments, justifica
tion for filling the position, SF-17l's of applicants, 
supervisory assessments, certificates of eligibleat cer­
tifi~ates of best qualified applicants, panel ratings and 
other panel records, lists of selectees, copies of letter~ 
to unselected applicants, and other similar materials. 

Cut off at close of CY in which announcement closes. 
Destroy in agency 2 years after cutoff or upon review 
of files by OPM, whichever is sooner. 

~. 

~ 

601-31 

601-32 

Employee Examination Records. 

a. Completed test materials. Test booklets in which 
answers have been recorded and results recorded on 
test or qualification records. 

Follow appropriate Office of Personnel Management 
regulations. 

b. Test records of individual employees. Records showin1
all test scores attained by an employee. Is maintain, 
on the right side of his/her official personnel 
folder. 

Follow instructions in the Federal Personnel Manual. 

Health Insurance Files. 

$ 
d 

IJOB NO. 
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a. Health benefits registration and notices of change in 
enrollment status form, signed originals. 

Cut off at close of FY in which employee is separated. 
Destroy 4 years after cutoff. 

b. Transmittal and Summary Report to Carrier, showing 
number of employees covered, added, dropped, etc. 

Cut off at close of FY. Destroy 4 years after cutoff. 

601-33 Individual Employee Training Files. Case files containing 
applications for training, authorizations, schedules, 
reports of progress or attendance, and related documents 
reflecting the training of individual employees. 

Cut off at close of FY in which training is completed. 
Destroy 5 years after cutoff. 

601-34 Training Report Card Files. Training achievement records 
and cards showing history of individual employees. 

Destroy individual's card upon separation of employee. 

601-35 Training Report Files. Documents reflecting actual 
training progress and accomplishments. File includes 
quarterly, semi-annual, or annual reports of training 
accomplishments, summary reports, special training re­
ports, ADP listings and reports of employee training, 
study reports, coordinating actions, and related cor­
respondence. 

Destroy when 5 years old or 5 years after completion 
of a specific traini1)..:g program. 

601-36 Tuition Assistance Files. Documents reflecting individe 
ual employee particil?ation in tuition assistance programE. 
Included are requests for and approvals or disapprovals 
of requests, college transcripts, grade reports, and 
related papers. 

Cut off at close of FY in which course is completed or 2 
years after date of last action if completion date is 
unknownt Destroy 3 years later. 

601-37 Career Development Files. Documents maintained on indiv­
idual employees to record planned career progression 
and training courses. 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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601-38 

601-39 

601-40 

Destroy 6 months after employee transfers or terminates. 

Employment Inquiries File. Correspondence to OSM, and 
replies thereto, inquiring about availability of jobs; 
letters from Congressmen~ and other influential indiv­
iduals (and replies thereto) recommending individuals 
for jobs or inquiring about progress of an individual's 
application; letters from individuals (and replies 
thereto) inquiring about progress of their job applica­
tions; and other correspondence of a similar nature. 
May also include records of telephone inquiries. 

Cut off files annually. Destroy in agency when 3 years 
old. 

Regional Information Reference File. Arranged by region. 
Copies of temporary directives, for-info memos sent 
from regions, and other materials about personnel actior-s 
in regional offices, maintained by HQ personnel office. 

Cut off file annually. Destroy when 2 years old. 

Vacancy Announcement Files. 

a. Record copy. 

Cut off at close of FY in which announcement closes. 
Destroy in agency 2 years after cutoff. 

b. All other offices. 

Destroy in agency upon close of announcement. 

NOTE: For Eq~aL~m_plQY!llept Op_portunit_y_Recordsd SEE 
Items :104-0l, 104-02, -:l04-03, -:ro4.;..04, J:u4-05, 
104-06, -and-ioz;;:w, of this schedule. • 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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BUDGEr AND FINANCIAL MANAGEMEm' ~ORDS 

602-01 Budget Estimates and Justifications Files. 

a. Copies of budget estimates and justifications prepared 
or consolidated in the 0SM Division of Budget and Fin­
ancial Management. Included are appropriation language 
sheets, narrative statements, related schedules and 
data, estimates and justifications, budget digests, 
budget briefing books, budget allowances and appeals, 
and other similar materials, including records of 
Congressional hearings, budget reports to Congress, 
and responses to questions from Congress. 

Cut off file at close of FY. Transfer to FRC 3 years 
after cutoff. Destroy 8 years after cutoff. 

b. One set of formal budget estimates and justifications• 

. Maintain in agency. Destroy when 10 years old. 

c. Working papers and background materials--SEE GRS 5/2b. 

GRS 5/2a
(115) 

602-02 DgQartment of Interior Budget Estimates and Budget Justi­
fications. Duplicate copies of budget estimates, justi­
fications, Departmental budget, and other similar mater­
ials the record copy of which is maintained on the 
Departmental level. 

Destroy in OSM when no longer needed for reference, or 
1 year after close of the FY covered by the budget, which­
ever is sooner. 

602-03 Imprest Fund Records. Include requests for imprest funds 
and increases.· 

Destroy in agency when J years old. 

602-04 Budget Background Records. Working papers, cost state­
ments, and rough data accumulated in the preparation of 
annual. budget estimates, including duplicates of papers 
described in item 602-0lc above. 

SEE GRS 5/4. 

602-05 Budget Reports Files. Periodic reports on the status of 
appropriation accounts and apportionment. 

a. Annual report (end of FY)--SEE GRS 5/5a. 
Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A 

Revised July 1974 
Prescribed by General Services 
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602-07 
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b. All other reports--SEE GRS 5/5b.. 

Budget Apportionment Files. Apportionment and reappor­
tionment schedules, proposing quarterly obligations under 
each authorized appropriation. 

SEE GRS 5/6. 

Report on Obligation Files. Documents • such as SF 225 
that report total transactions and also transactions 
within the Federal Government by object class; a summa.ry 
of advances, reimbursements,. and income; net obligations 
incurred; expired accounts (adjustments); and net unpaid 
obligations for each appropriation. 

a. Annual report (end of PY)--SEE GRS 5/5a. 

b. All other reports--SEE GRS 5/5b. 

Passen~er Transportation Files. Memorandum copies of 
vouchers TsF lllJA), memorandum copies of transportation 
requests (SF U69), travel authorizations, transportation 
request registers, and all supporting papers. 

a. Issuing office memorandum copy--SEE GRS 9/Ja. 

b. Obligation copy--SEE GRS 9/Jb. 

c.; Unused ticket redemption forms, such as SF 1170--SEE 
GRS 9/Jc.• 

Passenger Reimbursement Files. Records relating to re­
imbursing individuals, such as travel orders, per diem 
vouchers, transportation requests, hotel reservations, 
and all supporting papers documenting official travel 
by officers, employees, dependents, or others authorized 
by law to travel. 

a. Travel administrative office files--SEE GRS 9/4-a. 

b. Obligation copies--S.EE GRS 9/4b. 

Individual Accounts Files. Individual earning and ser­
vice cards, such as standard Form ll27 or equivalent. 

SEE GRS 2/1. 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

Four copies, lncludlng original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
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602-11 Time and Attendance Report Files. Forms such as standard 
Form 1130 or equivalent. 

a. Payroll preparation and processing copies--SEE GRS 2/3i~. 

b. All other copies--SEE GRS 2/3b. 

602-12 Individual Authorized Allotments Files. 

a. U.S. Savings Bond'l:;Authorization, Standard Form 1192 or 
~-- equivalent, and __ authorization for individual allotment 

--· --.... tO the Combined Federal Campaigns. 

(1) If record is maintained on earning record card-­
SEE GRS 2/4,a(l). 

(2) If record is' not maintained elsewhere--SEE GRS 
2/4a(2). 

b. All other authorizations including union dues and 
savings. 

(1) If record is maintained on earning record card-­
SEE GRS 2/4b(l). 

(2) If record is not maintained elsewhere--SEE GRS 
2/4b(2). 

602-13 Bond Registration, Files. Issuing agent's copies of bond 
registration stubs--SEE GRS 2/5. 

602-14 Bond Receipt and Transmittal F'iles. Receipts for and 
transmittals of U.S. Savings Bonds and checks. 

SEE GRS 2/6. 

602-15 Bond Purchase Files. Forms and reports with related pa­
pers pertaining to deposits and purchases of bonds. 

SEE GRS 2/7. 

602-16 I.eave Application Files. Applications for I.eave, SF 71 
or equivalent, and supporting papers rel.a.ting to requests 
for and approval of taking leave. 

a. If the time card has been initialed by the employee-­
SEE GRS 2/8a. 

b. If the time card has not been initialed by the - -
~.......... 1 nVPP.--SEE GRS 2/8b-

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 
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602-17 I.eave Record Files. I.eave record cards maintained separ­
ately from pay and earnings records, including SF 1130 
when used as a leave record. 

a. Pay or fiscal copies--SEE GRS 2/9a. 

b. Other copies--SEE GRS 2/9b.' 

602-18 I.eave Data Files. Records of leave data, such as SF 1150, 
prepared except as noted in the Federal Personnel Manual, 
293-A-3. 

a. Original copy of SF 1150...;.-SEE GRS 2/lOa. 

b. Agency copy--SEE GRS 2/lOb. 

602-19 Notification of Personnel Action Files. Copies of SF 50 
or equivalent, not filed in the Official Personnel Folder, 

a. Pay or fiscal copy--SEE GRS 2/lla.· 

b. All other copies--SEE GRS 2/llb. 

602-20 Bug.get Authorization Reference Files"'· Copies of budget 
authorizations in operating payroll units used to control 
personnel ceilings and personne1 actions. 

SEE GRS 2/12. 

602-21 Payroll Files. Memorandum copies of payrolls, check 
lists, and related certification sheets, such as SF 1013, 
SF 1128A, or equivalents. 

a. Security copies of documents prepared or used for dis­
oursement by Treasury disbUrsing offices, with relB.tini 
papers. 

SEE GRS 2/l3a. 

b. All other copies. 

(l),If earning record card is maintained--SEE GRS 
2/13!)(1). 

(2) If earning record card is not maintained--SEE GRS 
2/l3b(2). 

602-22 Payroll Control Files. Payroll control registers such as 
SF D25A-,:--SEE GRS 2/14. 

IJOB NO. 
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602-2.3 Payroll Change Files. Payroll change slips., exclusive of 
those of the OPF, such as SF 1126. 

a. Copy used in GAO audit--SEE GRS 2/15a. 

b. Disbursing officer copy used in preparing checks--
SEE GRS 2/15b. 

c. All other copies--SEE GRS 2/15c. 

602-24 Fiscal Schedule Files. Memorandum copies of fiscal, 
schedules used in the payroll process. 

a. Copy used in GAO audit-:--SEE GRS 2/16a. 

b. All other copies--SEE GRS 2/16b.: 

602-2~ Administrative Payroll Report Files.' Reports., statistics, 
with supporting and related records pertaining to pay­
roll operations and pay administration. 

a. Reports and data used for workload and personnel man-
agement purposes--SEE GRS 2/l?a. 

b. All other reports and data--SEE GRS 2/l?b. 

602-26 Tax Files. 

a. Withholding tax exemption certificates, such as IRS 
Form W-4, and similar state t,tax exemption forms-­
SEE GRS 2/18a. 

b. Returns on income taxes such as IRS Form W-2--SEE 
GRS 2/18b. 

c. Reports of withheld Federal taxes, such as IRS Form 
W-.3, with related papers, including reports relating 
to income and social security taxes--SEE GRS 2/18c. 

602-27 Income Tax Return Files. 

SEE GRS 2/19. 

602-28 Tax Report Files. 

SEE G~ 2/20. 

Four copies, includlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
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602-29 Retirement Files. 

a. Reports and registers. Reports, registers,or other 
control documents, and other records relating to re­
tirement, such as SF 2807 or equivalent. 

SEE GRS 2/21a. 

b. Assistance files. Correspondence, memoranda, annuity 
estimates, and other records used to assist retiring 
employees or survivors claim•insurance or retirement 
benefits. ' 

SEE GRS 2/2lb. 

c. Deduction files. SF 2806 or equivalent and other re­
cords used to document retirement deductions of :;,·-~ 
individual employees. 

SEE GRS 2/2lc. 

602-30 Insurance Deduction Files. Reports and related papers 
including copies of vouchers and schedules of payments 
pertaining to insurance deductions. 

SEE GRS 2/22. 

602-31 Levy and Garnishment Files. Official Notice of Levy or 
Garnishment (IRS 668A or equivalent), change slip, work­
papers, correspondence, release and other forms, and 
other records relating to charge against retirement funds 
or attachment of salary for payl}lent of back income taxes 
or other debts of Federal employees. 

SEE GRS· 2/23. 

602-32 General Accounting Led~ers. General accounts ledgers, 
showing debit and credit entries, and reflecting expen­
ditures in summary. 

SEE GRS 7/2. 
' ,• 

602-33 Appropriation Allotment Files. Allotment records showing 
status of ooligations and allotments under each authorizec 
appropriation. 

SEE GRS 7/3. '-

115-203 Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
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Expenditure Accounting Posting and Control Files. Records602-34 
used as posting and control media, subsidiary to the gen­
eral and allotment ledgers, and not elsewhere covered 
in this schedule. 

a. Original records--SEE GRS 7/4a. 

b. Copies--SEE GRS 7/4b. 

602-34 Delegations of Authority Files. ,. 

a. Approving office--Destroy in agency 6 years af'ter ex-
piration of delegation. 

b. All other offices--Destroy in agency upon expiration. 

602-35 Cooperative ~greements. 

See item ,_?66-of'.. of this manual. 

602-36 General Travel and Transportation Accountability Records. 

SEE GRS 9/5b. 

lJOB NO. 
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RECORDS RELATING TO INFORMATION AND RECORDS MANAGEMENT 

Freedom of Information Act (FOIA) Requests Files. 
Files created in response to requests for information 
under the FOIA consisting of the original request, a 
copy of the reply thereto, and all related supporting 
files which may include official file copy of requested 
record or copy thereof. 

SEE GRS 14/16 a, b. 

603-02 FOIA Appeals Files. Files created in responding to 
administrative appeals under the FOIA for release of 
information denied by the agency, consisting of the 
appelant's letter, a copy of the reply thereto, and re­
lated supporting documents, which may include the offici~~ 
file copy of the records under appeal or copy thereof. 

SEE GRS 14/17 a, b. 

603-03 FOIA Control Files. Files maintained for control purpose
in responding to requests, including registers and 
similar records listing date, nature and purpose of re­
quest, and name and address of requester. 

SEE GRS 14/18 a, b. 

~ 

603-04 FOIA Reports Files. Recurring reports and one-ti.me 
information requirements relating to the agency implemen­
tation of the FOIA, including annual reports to the Con­
gress. 

SEE GRS 14/19 a, b. 

603-05 Privacy Act Requests Files. Files created in response to 
requests from individuals to gain access to their records 
or to any information in the records pertaining to them, 
as provided for under 5 U.S.C. 552a(d}(1). Files contain 
original request, copy of reply thereto, and all related 
supporting documents, which may include the official file 
copy of records requested or copy thereof. 

SEE GRS 14/25 a, b. 

603-06 Privacy Act Amendment Case Files. 

SEE GRS 14/26 a,b,c. 

603-(17 Privacy Act Accounting of Disclosure Files. 

IJOB NO. 
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SEE GRS 14/27. 

Privacy Act Control Files. 

SEE GRS 14/28a, b. 

Privacy Act Reports Files. 

SEE GRS 14/29 a, b. 

Federal Conflict of Interest Case Files. Statements of 
employment and financial interest's) and related records. 
OSM maintains original records. 

SEE GRS l/25. 

OSM Reports Relating to Federal Conflict of Interest 
Records. Arranged by yea:r, thereunder by type of report. 
Recurring reports sent by OSM to Department of the Interjor. 
Includes monthly report containing information on number 
of statements received, clea:red, etc.; annual report to 
Department of Interior (this information is later in­
cluded in the OSM annual report to Congress); and other 
simila:r reports. These are information copies. 

Break file annually. Destroy in agency 5 years after 
file break. 

Copies of listings o, position titles sent to the Feder~] 
Register. 

Destroy in agency when 2 yea:rs old. 

Public Disclosure Forms. Copies of public disclosure 
forms (originals a:re sent to DOI where they a:re avail­
able for public perusal). 

Destroy in agency when no longer needed for reference. 

Records Disposition Files. Descriptive inventories, 
disposal authorizations, schedules and reports, 

SEE GRS 16/3 a, b, c. 

Forms Files. 

a. One record copy of each form created by an agency 

PAGE OF 150 
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603-16 

603-17 

603-18 

with related instructions and documentation showing 
inception, scope, and purpose of form. 

Destroy when form is discontinued, superseded, or can­
celled. 

b~. Working papers, background materials, requisitions, 
specifications, processing data, and control records. 

SEE GRS l6/4b. 

Records Holding Files. 

SEE GRS 16/6. 

Report Control Files. 

SEE GRS 16/8. 

Directiv~s Record ·s~ -·Offifcial file copy of each formal 
policy and procedural issuance published by OSM (also 
known as the historical·file of directives). This item 
applies to the master set maintained by the Division of 
Information and Records Management. Arranged numerically. 

Ph'RMANENT. Place in inactive file when cancelled o:n 
superseded. Transfer to FRC 3 years after cancellation 01 

supersession. Offer to N.ARS 10 years after cancellation 
or supersession. Cct. 3 "/tit,., 

NOTE: Reference copies of OSM directives are covered in 
Item 701-06 of this schedule. 

GRS 16/4
(115) 

GRS 16/la 
(115) 

~ 

603-19 

603-20 

Directives I Supporting Case Files. Documents relating to 
the preparation, review, clearance, publication, and 
distribution of OSM directives. Includes material on the 
clearance and concurrence of draft issuances, revisions, 
and cancellations. Maintained by the Division of Informa 
tion and Records !1anagement. 

Place in :inactive file when directive is cancelled or 
superseded. Transfer to FRC 3 years after cancellation 
or supersession. Destroy 10 years after cancellation or 
supersession. 

Working Papers and Background Material Related to Di­
rectives Case Files; Include such materials as notes, 
studies, analyses; and interim reports. 

GRS 16/lc 
(115) 

IJOB NO. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 579-387 FPMR (41 CFR) 101-11.4 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

603-21 

,1 

,,....-,e- '".' - • .l ...r 
SEE,~G._1:'5 16/ l?•.j 

"Administrative Record" Files. Official file of public 
comments, neet:i.ng transcripts, drafts, Federal Register 
submissions, and other similar material supporting the 
OSM :initial and permanent regulations, comments on OSM 
Environmental Impact Statement and Regulatory Analysis, 
and modifications to the permanent prograrp. regulations. 

A. Initial Regulations. Records :include technical 
reference literature, bibliography of technical 
reference literature, preamble to proposed rules, 
proposed rules, final rules, Federal Register 
notices, worksheets on comments received, originals 
and xerox copies of comments received, :indexes to 
comments, transcripts of public hearings, and other 
similar records. Arranged by section of regulations. 

1) Technical literature and related bibliography. 

Destroy in agency when no longer needed for 
reference, or donate to Departmental Library 
when no longer needed by OSM. 

2) All other records. 

Transfer entire file to FRC 10 years after pub­
lication of :initial regulations. Destroy 25 
years after publication. 

B. Permanent Regulations. Records :include technical 
reference literature and related bibliography, 
worksheets containing evaluation of public comments, 
draft regulations, original and xeroxed copies of 
public comments (:including Council of Economic 
Advisors Catalog), indexes to public comments, trans
cripts of public hearings, summaries of public 
meetings, proposed and final rules, Federal Register 
submissions and notices, and other similar records. 
Arranged by section of regulations. 

1) Technical literature and related bibliography. 

Destroy in agency when no longer needed for 
reference, or donate to Departmental Library whe~ 
no longer needed for OSM. 

2) Internal drafts, progress reports, and other 
working papers not contributing substantively 

­

IJOB NO. 
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1. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

604 

to history of the regulations. 

Destroy in agency upon publication of the 
regulations. 

3) All other records. 

Transfer entire file to FRC 10 years after pub­
lication of permanent regulations. Destroy 

.. ?5 yea~~~t~~r publication. 

C. Regulatory Anaiysis-·Administrative Record. File 
includes comments received and technical reference 
literature. 

Transfer entire file to Federal Records Center 
10 years after issuance of final RA. Destroy 25 
years after issuance. 

D. OSM Environmental Impact Statement Administrative 
Record. File includes comments received. 

Transfer entire file to FRC 10 years after issuance 
of final EIS. Destroy 25 years after issuance. 

E. Revisions and Additions to Permanent Regulations. 
Ongoing file, created as OSM regulations are revisec 
or added to. Records will include those listed in 
11 B" above. Arranged by section of regulations. 

,Transfer 'to- FRC i6 years-after publication of final 
rule·. Destroy 25" years~after publication of final 
rule. 

F. Extra copies of Federal Register, EIS, RA, and 
Council of Economic Advisors Catalog. 

Destroy in agency when no longer needed for referenc

Records of the National Cataloging Center for Mining 
Research and of the National Information and Data Cente1 
on Surface Coal Mining, Reclamation and Surface Impacts 
of Underground Mining. 

~. 

NOTE: OSM is directed by PL 95-f!/7 to establish these 
2 programs, which will make OSM a focal point 
for surface mining, reclamation, and mineral re­
source information. Since the 2 pro2"I'ams are 

IJOB NO. 

Four copies, Including orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
CPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

currently ai:n the planning stages and are not 
yet operative, no appraisable record series 
have been created. However, record series may 
eventually include at least the following: 
a file of reference requests and replies there­
to for information available from commercial 
information services, other relevant data 
bases, and OSM data bases; an OSM-created ADP 
data base to supplement data bases existing in 
other Government agencies and in the private 
sector; a catalog, maintained for public use, 
of mining and mineral resources research and 
investigation projects in progress or schedule, 
by Federal agencies or organizations within thE 
private sector; a technical reference library. 

When these and/or other record series are 
created, submit SF 115 to NARS. Item 604 can 
be expanded to 604-01, -02 (and so forth) 
as needed, to include series relating to the 
2 National Centers. 

Records Relating to ADP Systems and ADP System Manae:emer 

Use the General Records Schedule 20 as series are 
created. Item 605 can be expanded to 605-01, -02 
(and so forth) as needed to 1 accommodate tlie various ;
series that may be created. ·- - ,. - - - -- -

t. 

.... ""'-~-----..,-. 
, 

IJOB NO. 

605 
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7. 8. DESCRIPTION OF ITEM 
ITEM NO. (With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

ADMINISTRATIVE SERVICES RECORDS 

606-01 Cooperative Agreements. Files that reflect formal agree­
ment with State agencies or other Federal agencies to 
perform services on a reimbursaole basis. Documents in­
clude but are not limited to original copies of pre-award 
data such as contract status contro~; request for contrac
action; basic interagency agreement and suoagreements; 
modifications and supporting papers; cost estimates and 
related data; voucher transfers oetween appropriations 
or funds; vouchers and schedules of withdrawal and 
credits; technical, financial, and other reports; press 
releases, information bUlletins, and related papers. 
Arranged by agreement numuer. 

a. Official copy maintained in issuing office. 

Place in inactive file when final payment is ma.de. 
Cut off inactive file at close of FY. Transfer to 
FRO 2 years after cutoff or when volume warrants. 
Destroy 6 years after cutoff; 

b. Agreement working files maintained by requesting or 
monitoring office. 

Place in inactive file when agreement is completed.· 
Cut off inactive file at close of FY. Destroy 2 
years af'ter cutoff. 

c. Cooperative agreements filed as part of larger case 
files (e.g., part of a project file). 

Dispose of in accordance with disposition instructions 
for related case file. 

~ 

606-02 Routine Procurement Files.-

SEE GRS 3//.+a,b,c. 

606-03 SupPl.y Management Files. 

SEE· GR.3 J/5a, ~:1 

Bid Files. 

SEE GRS 3/6a, b. 

•IJOB NO. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115 A 
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7. 
ITEM NO. 

... 8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9.
SAMPLE OR 

JOB NO. 
10.

ACTION TAKEN 

606-05 
' 

606-06 

---
' 6o6~07 -

606-08 

606-09 

606-10 

606-11 

606-12 

606-13 

606-]4 

606-15 

606-16 

Public Printer Files. ·• 
·,· . 

SEE GRS 3/7a, o • 
.. 

Nonpersonal Requisition File. 

SEE GRS 3/8. 

Inventory Requisition File. 

SEE GRS 3/9a, b. 

Inventory Files. 

SEE GRS 3/lOa,o,c. 

Telephone Records. 

SEE GRS 3/lli. 

Contractors' Payroll Files. 

SEE GRS 3/12. 

Tax Exemption Files. 

SEE GRS 3/13. 

Excess Personal Property Reports. 

SEE GRS 4/5. 

Surplus Property Case Files. 

SEE GRS 4/6a, b. 

Accountable Officers' Files. 

SEE GRS 6/1.a, b. 

GAO Exceptions Files. 

SEE GRS 6/2. 

Certificates Settlement Files. 

SEE GRS 6/3a,b. 

. 

IJOB NO. 
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7. 
ITEM NO. 

606-17 

606-18 

606-19 

• 606-20 

606-21 

606-22 

606-23 

606-24 

606-25 

606-26 

606-27 

606-28 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

General Fund Files. 

SEE GRS 6/4. 

Federal Personnel Surety Bond Files. 

SEE GRS 6/6a, b. 

Gasoline Sales Tickets. 

SEE GRS 6/7.--· \ 
.f 

Telephone Toll Tickets. 

SEE GRS 6/8. 

Telegrams. 

SEE GRS 6/9. 

Plant Accounting Files. 

SEE GRS 8/1. 

Stores Invoice Files. 

SEE GRS 8/3 •. 

Stores Accounting Files. 

SEE GRS 8/4. · 

Stores Accowting Work Papers. 

SEE GRS 8/,5. 

Plant Accounting- Files. Plant account cards and 
ledgers, other than those descrioed in GRS 8/ l 
(item 606-:22). 

SEE GRS 8/6. 

Cost Accountinw Reports •. 

SEE GRS 8/7a, b. 

Cost Report Data Files. 

SEE GRS 8/8a, t>. 

Four copies, lncludlrig orlglnal, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
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7. 
ITEM NO. 

606-29 

606-J0 

606-Jl 

606-32 

606-33 

606.:.34 

606-35 

606-36 

606-37 

606-38 

606-39 

606-40 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Freight Files. 

SEE GRS 9/la, b,c. 

I.Dst or Damaged Shipments Files. 

SEE GRS 9/2. 

Motor VehicJ.e Operating and Maintenance Files. 

SEE GRS :JP/2a, b. 

Motor Vehicle Cost Files. 

SEE GRS 10/J. 

Motor vehicle Report File~. 

SEE GRS 10/4• 

Motor Vehicle Accidents Files. 

SEE GRS 10/5. 

Motor Vehicle Release Files. 

SEE GRS 10/6. 

Motor Vehicle Operation, Files. 

SEE GRS ·10/7. 

SEE GRS li/2a, b. 

Directory Service Files. 

SEE GRS 11/3. 

Credentials Files. 

SEE GRS 11/~, b. 

Building and Equipment Service Files. 

SEE GRS ll/5. 

9. 
SAMPLE OR 

JOB NO. 

PAGE 0 158 

10. 
ACTION TAKEN 
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7. 
ITEM NO. 

606-41 

606-42 

606-43 

606-44 

606-45 

606-46 

606-47 

606-48 

606-49 

606-50 

606-51 

606-52 

9. 
10.8. DESCRIPTION OF ITEM SAMPLE OR 

ACTION TAKEN(With Inclusive Dates or Retention Periods) JOB NO. 

Messenger Service Files. 

SEE GRS 12/J.. 

Telecommunications Reference·voucher Files. 

SEE GRS 12/2d(l),(2). 

Telecommunications Services Agreement Files. 

SEE GRS 12/2e. 

Teleconnnunications Operational Files. 
' 

SEE GRS 12/3a,b,c. 

Telephone Summaries. 

SEE GRS 12/4. 

F:2stal Records. 

SEE GRS 12/5a,b,c. 

Mail and Delivery Service Control Files. 

SEE GRS 12/6a,b,c,d.,e,f,}i••• ____" 

Penalty Mail Report Files. 

SEE GRS 12/7. 

Postal Irregularities Fil~. 

SEE GRS 12/8. 

Housing Maintenance and Repair Files. 

SEE GRS 1.5/2a,b. 

Housing Management Files. 

SEE GRS 15/3. 

' Housing lease Files. 

SEE GRS 15/4. 

115-203 Four copies, includirig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0. 579-387 FPMR (41 CFR) 101-11.4 



606-5.3 

160 
PAGE OFRequest for Record!ii Disp~sition Authority- Continuation IJOB NO. 

9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods)ITEM NO. ACTION TAKEN •JOB NO. 

Housing Assignment and Vacancy Card Files. 

SEE GRS 15/5a,b. 

6G6-54 [ousing Inventory Files. 

SEE GRS 15/6. 

606-55 Housing Application Files (other than copies in lease 
files). 

SEE GRS 15/7a,b. 

606-56 Document Receipt Files~~ 

606-57 Destruction Certificates. 

SEE GRS 18/4. 

606-58 Classified Document Inventory Files. 

SEE GRS 18/5. 

606-59 Top Secret Accounting and Control Files. 

SEE GRS 18/6a,b. 

606-60 Access Request Files. 

SEE GRS 18/7. 

606-61 Classified Document Container Security Files; 

SEE GRS 18/8. 

606-62 Survey and Inspection Files (Government-owned facilities). 

SEE GRS 18/10 e 

606-6.3 Survey and Inspection Files (privately owned facilities). 

SEE GRS 18/lle 

606-64 Investigative Files. 

SEE GRS 18/12. 

Four copies, lncludlrig original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO. JOB NO. 

606-65 

606-66 

606-67 

606-68 

606-69 

606-70 

606-71 

606-72 

606-73 

606-74 

606-75 

606-76 

Property Pass Files. 

SEE GRS 18/13. 

Guard Assignment Files. 

SEE GRS 18/].4a,b. 

Police Functions Files. 

SEE GRS 18/15a,b, c • 

.!:§.rsonal Property Accountability Files. 

SEE GRS 18/16a,b. 

Key Accountability Files. 

SEE GRS 18/17. 

Visitor Control Records. 

SEE GRS 18/18. 

Facilities Checks Files. 

SEE GRS 18/19a,b. 

Guard Service Control Files. 

SEE GRS 18/20a,b,c,d. 

Logs and Registers. Guard logs and registers not covered 
elsewhere in this.schedule. 

SEE GRS 18/21. 

Personnel Security Clearance Case Files. 

SEE GRS 18/23. 

Personnel Security Clearance Status Files. 

SEE GRS 18/2,4.. 

Non-Felonius Security Violation Files. 

SEE GRS 18/25. 

115-203 Four copies, includlrig original. to be submitted lo the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO : 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 
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9.
7. 8. DESCRIPTION OF JTEM . 10.SAMPLE OR

(With Inclusive 'Dates or Retention Periods) ACTION TAKENITEM NO. JOB NO. 

' 
Felonious Security Violation Files.I 

SEE GRS 18/26. 

606-77 

,. 

' 

.,. 

.. 

.. 

...., 

l 

,. 

, 

' 
' 

... 

' 
' 

' 

•' 

' 

j
.', . 

! 
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7. 
ITEM NO. 

607-01 

607-02 

607-03 

9.
8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

PLANNING RECORDS 

CIMS (Critical Issues Management System) Progress 
Reports. Prepared twice monthly in response to OS/DOI 
requirements of progress reports on the handling of 
"critical issues" Abandoned Mined Land Reclamation and 
Surface Mining Regulations. 

a. Final reports. 

Cut off file at close of FY. Destroy in agency 2 
years after cutoff or when no longer needed, whichevEr 
is sooner. 

b. Working papers. 

Destroy in agency 1 year after completion of report. 

6 Month Commitments File. Consists of internal progress 
reports prepared periodically on the status of all OSM 
projects. 

a. Final reports. 

Cut off file at close of FY. Destroy in agency 2 ,,,, 
years after cutoff or when no longer needed, which­
ever is sooner. 

b. Working papers. 

Destroy in agency 1 year after completion of report, 

OSM Comprehensive Management Plan. 

Submit SF 115 to NARS when plan is developed. Disposal 
not authorized at this time. 

NOTE: As specific series of plans, OSM policy evaluatio1ls, 
and OSM economic impact studies ar.e completed, 
submit SF 115 covering each series of working 
papers and each series of final products. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Chapter 7. Materials Common to Most Offices 

700-01 

This chapter covers two types of file mterials: (1) gen­
eral correspondence (subject) files and (2) nonrecord or 
extra copy files of convenience or reference material. 

SECTION 1. GENERAL CORRESPONDENCE (SUBJECT) FIIES 

The records described below consist of originals or copies 
of correspondence, reports, forms, and other materials of 
a general nature and concerning a wide variety of subjects~ 
These materials are to be arranged according to the Sub­
ject File Classification System contained in Appendix II 
of this manual. (NOI'E: Correspondence, reports, forms, an
other materials relating to a specific case, project, or 
transaction are not filed wi.th general correspondence but 
with specific series listed elsewhere in this manual.) 

OSM Official Central (Subject) Correspondence File. Cur­
rent].J" known as the OSM Subject File. Central correspon­
dence file for OSM Headquarters documenting the functions 
and activities for which OSM has primary responsibility. 
Contains incoming correspondence and the official file 
copy of outgoing correspondence signed by the Director, 
Deputy Director, Assistant Directors, Division Directors, 
Branch Chiefs, or other OSM staff members.4 This file is 
to be arranged according to the Sub.iect File Classifica­
tion Svstem contained in Annendix: II of this manual. 
(Duplicate copies of this correspondence are maintained 
in individual Headquarters offices and are covered by sub­
ject correspondence items found elsewhere in this schedule

a. Program Correspondence Files. These portions of the 
OSM Official Central (Subject) Correspondence File re­
late directzy to the primary functions of OSM and in­
clude but are not limited to such subjects as Abandoned 
Mined Lands; Inspection and Enforcement; Organization, 
Planning, and Management; Regulatory Program Develop­
ment; State and Federal Programs; Technical Services 
and Research; Na~ional Cataloging Center for Mining Re­
search; and National Information and Data Center on 
Surface Coal Mining, Reclamation, and Surface Impacts 
of Underground Mining. 

PERMANENI'. (ONLY IF arranged by the Subject Classifi­
cation .3ystem contained in Appendix II of this manual. 
Otherwise disposal is not authorized, nor is retirement 
to any FRC.) Cut off file annualzy at close of FY. 
Transfer to FRC J years after cutoff. Offer to NARS 
15 vears after cutoff. c.,__, 3 r_,,,_.,_ ~4 Iwt,. 

. 

~ 

~) 
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7. 
ITEM NO. 

700-02 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

b. Administrative Correspondence Files. These files con­
sist of those portions of the OSM Official Central 
(Subject) Correspondence File relating to administra­
tive support activities in carrying out OSM I s primary 
functions. They include but are not limited to such 
subjects as Automated Data Processing; Administrative 
Services; Budget; Equal Employment Opportunity; Envir­
onmental Protection; Financial Management; Grants 
Management; Information Services and Program Promotion; 
legislative and legal Affairs; Personnel; Procurement 
and Contracting; Records Management; and Travel and 
Transportation. 

Cut off file annually at close of FY. Transfer to FRC 
3 years after cutoff. Destroy 15 years after cutoff.• 
(NOfE: The preceding disposition is valid only if the 
file is converted to the Subject File Classification 
System contained in Appendix II of this manual. If 
the file remains arranged chronologically, disposal 
is not authorized, nor is retirement to any FRC.) 

Regional Central {Subject) Correspondence File. May be 
maintained by each Regional Office in lieu of its Re­
gional Director's Subject Correspondence File (item 
101-01 of this schedule). Arranged by the Subject File 
Classification System contained in Appendix II of this 
manual. File documents functions and activities for 
which the Regional Office has primary responsibility. 
Consists of incoming and outgoing correspondence of the 
Regional Director, Regional Division Directors, and other 
Regional staff members conducted with Regional subordi­
nates, other OSM units, Director a.!!4.._Deputy Dµector of 
OSM, Department of Interior, other Federal agencies, and 
the public. 

a. Program Correspondence Files. These portions of the 
Regional Central (Subject) Correspondence File relate 
directly to the primary functions of OSM Regions and 
include but are not limited to such subjects as Aban­
doned Mined lands; Inspection and Enforcement; Organi­
zation, Planning, and Management; Regulatory Program 
Development; State and Federal Programs; and Technical 
Services and Research. 

PERMANENT.(ONU" IF arranged by the Subject File Classi­
fication System contained in Appendix II of this manual 
If not so arranged, this file is not authorized for 
disposal, nor is it to be retired to any FRC.) Cut off 
file annually at close of FY. Transfer to FRC 3 years
after cutoff_ Offer to NARS H vears after cutoff_· "'-•· 

161:i 
9. 

10.SAMPLE OR 
ACTION TAKENJOB NO. 
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9.
7. 8. DESCRIPTION OF ITEM 10.SAMPLE OR

(With Inclusive Dates or Retention Periods) ACTION TAKENITEM NO. JOB NO. 

b. Administrative Correspondence Files. These files con­
sist of those portions of the Regional Centra.L (Sub­
ject) Correspondence File relating to administrative 
support activities in carrying out the primary func­
tions of the OSM Regions. They include tnJ.t are not 
limited to such suojects as Automated Data Processing; 
Administrative .'.:lervices; .tru.d.get; Equal Employment Op­
portunity; Environmental Protection; E'inancia.L Man 
agement; In:f'ormation Services ana Program Promotion; 
legislative and Iega.L Affairs; Personne.L; Procurement 
and Contracting; Records Management; and Travel. and 
Transportation. 

Cut oi"f fi.le annua.uy at close of FY. ,)Transfer to 
FRU 3 years a1·ter cuton·. Destroy 15 ;years a1ter 
cuto1·r. (NCfl'E: The preceding disposition is vaJ.id 
on..Ly if the file is arranged oy tne Su.eject File Classi­
fication System contained in Appendix II 01· this man­
ual. If not so arranged, this !'i.le is not authorized 
for disposal, nor is it to oe retired to any FRU.) 

SECTION 2. NONRECURD MATERIAL 

This section defines the types of material that are usu.a 
considered nonrecord and provides standards for disposing 
of such material in all OSM offices. Nonrecord materials 
have no documenta.ry or evidential value usually because 
they are: (1) duplicate copies of an original maintained 
by a separate office of primary interest that serves as 
official record, (2) printed or processed materials of 
which only the master copy is considered official, or 
(3) papers of a transitory nature that cease to have a:ny 
documentary or evidential value after their contents are 
incorporated or adequatel,y summarized in other documents 
(e.g., preliminary drafts, shorthand notes, and work 
sheets). 

This type of material accumulates in offices as a conven­
ience to personnel but should be kept to a minimum. Non­
record material is often found interfiled with official 
papers, but this files maintenance practice is to be 
avoided.1 Retention of nonrecord material is not required 
Ideally much of this material should be destroyed without 
ever hav:i;ng been filed. Keeping nonrecord material out 
of files reduces volume and makes files more serviceable.­
If, however, nonrecord material is filed, it should be 
kept separate from official records.1 

e 

1 
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7. 
ITEM NO. 

701-01 

701-02 

701-03 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

The following standards cover nonrecord material norma 
created or accnmulated as a result of responsibilities 
and activities common to all OSM offices. 

NorE: NO MATERIAL IN THIS S~TION SHOUID EVER BE SENT 
TO A FEDERAL RECORDS CENTER FOR STORAGE. 

Files Maintenance and Disposition Plans. Documents that 
reflect file categories, disposition instructions, and 
other information about the files accumulated at an 
individual file_ station. T4ese __p__J.13.ns are define-d on p.l~ 
__ of_ this manual. (NorE: Records. Disposi_tion Files . 
are covered by item 603-14 of this manual.) 

Destroy upon receipt of a revised plan or discontinuance 
of the plan. 

Reading or Chronological Files. Extra copies of corres­
pondence prepared and maintained by the originating of­
fice solely as a reading or reference file for the con­
venience of personnel. 

Cut off at close of FY. Destroy 2 years after cutoff or 
when reference value has been exhausted, whichever is 
sooner. 

Suspense Files. Also known as Tickler Files or Followup 
Files. Papers arranged in chronological order as a re­
minder th.at an action is required on a given date; a 
reply to an action is expected and if not received it 
should be traced; or a transitory paper being held for 
reference may be destroyed on a given date. Examples 
of papers in suspense files are: 

a. A note or other reminder to submit a report or to take 
some other action--Destroy after action is taken. 

b. The file copy, or an extra copy, of an outgoing com­
munication, filed by the date on which a reply is 
expected-Withdraw papers when reply is received. 
If suspense copy is an extra copy, destroy it; if it 
is the file copy, place it in the official file. 

c. Papers th.at lose their value in 30 days or less-­
Destroy on date under which suspended. 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 10. 

JOB NO. ACTION TAKEN 

701-04 Transitory Files. Papers of short-term interest that hav 
no documentary or evidential value and norma.JJ.y need not 
be retained more than 90 days. Examples include: rou­
tine requests for information or publications and copies 
of replies that require no administrative action, no 
policy decision, and no special compilation or research 
for reply; letters of transmittal that do not add any 
information to that contained in the transmitted ma­
terial; and quasi-official notices that do not serve 
as the basis of official action (e.g., notices of 
holidays or charity and welfar~ fund appeals, bond campa • 
sim:i:larpapers). They exclude items described elsewhere 

Cut off monthly. Destroy 3 months after cutoff. 'or when 
no longer needed, whichever is sooner. 

s, and _ 
this schedule. 

701-05 Routine Control Files.· Papers used to facilitate or con 
trol work in progress, such as job control records, 
status cards, routing slips, work processing sheets, 
and records that control work flow and record action ta­
ken or serve as receipts for records charged out. Ex­
cludes control files listed elsewhere in this manual. 

Destroy when work is completed or when no longer needed 
for operating purposes.1 

701-06 Reference Copies of Agency Directives and Publications. 
Extra copies of local internal and external regulations, 
directives, and publications and of OSM and DOI manual 
releases, bulletins, circulars, pamphlets, and public 
relations material. Arranged as prescr.ibed. 

Keep copies at the minimum necessary for official refer­
ence use. Destroy when superseded, obsolete, or no 
longer needed for reference.' 

701-07 Publications of other Government Agencies. Copies of 
Congressional documents, 0MB Circulars, Code of Federal 
Regul.ations, Federal Register, GSA publications, and Sta 

Destroy when superseded, obsolete, or no longer needed 
for reference. 

e public tions. 

701-08 Non-Government Publications. Publications of commercial 
firms, private institutions, and vendors, including cat­
alogs, brochures, price lists, and similar publications.• 
Arranged as appropriate. 

Destroy when superseded or obsolete. 
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7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

701-09 Li.bra!';{ Ms.terials. Excess copies of books, pamphlets,
journals, and similar materials. Arranged as appropri­
ate. 

Destroy when superseded, obsolete, or no longer needed 
for reference. 

701-10 Technical Reference Material. Copies of reports, studies 
special compilations of data, drawings, periodicals, 
clippings, etc. that are needed for reference and infor­
mation purposes·but are not made a part of the official 
files; Prepared internally and externally. Arranged 
as appropriate.I 

Review at least annually. Destroy material of no fur­
ther reference vahle. 

701-11 Reference Files. Extra, duplicate, or for-information 
copies of documents kept sole~ for convenience or 
reference purposes. 

Review files at least annually. Destror when no longer
needed. 
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