NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-048-08-006

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 5/11/2022

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These items, unless subsequently superseded, may be used by the agency to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 other items remain active.

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 1101.1 was superseded by DAA-0048-2013-0008-0004
Item 1101.2 was superseded by DAA-0048-2013-0001-0002
Item 1104 was superseded by DAA-0048-2013-0001-0001
Item 1109.2 was superseded by DAA-0048-2013-0001-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER

N/~ OLE-OE~b

TO NATIONAL ARCHIVES & RECORDS ADMINISTRATION

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date Received
S/5/08

FROM {Agency or establishment)
Department of the Interior

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION
Office of the Secretary

3 MINOR SUBDIVISION
N/A

In accordance with the provisions of 44 U § €, 3303a. the
disposition request, including amendiments, 15 approved except for
items that may be marked disposition not approved or
*withdrawn™ in column 10

4 NAME OF PERSON WITH WHOM TO CONFER {4 TELEPHONE NUMBER

Pamala R Quallich 202-208-3909

DATE ARCHIVIST OF THE UNITED STATES

11-18-0t| Ay cane . M

5 AGENCY INFORMATION

I hereby certify that | am authorized 1o act for this agency 1n matters pertaining to the disposition of its records and that the
page(s) are not needed now for the business of this agency or will not be
needed after the retention periods specified, and that wnitten concurrence from the General Accounting Office, under the
provisions of Title 8 of the GAQ Manual for Guidance of Federal Agencies

records proposed for disposal on the attached __ 4

[Z‘ls not required D 1s attached, or

[:I has been requested

DATE SIGNATURE OF AGENCY REPRES

May 14, 2008 d %

7 ITEMNO 8 DESCRIPTION OF ITEM AND PROPOSE

NTATIVE

DISPOSITION

TITLE
Office of the Secretary Records Officer

9 GRS OR
SUPERSEDED 10B
CITATION

10 ACTION TAKEN
{NARA USE ONLY)

1101 - Program Correspondence
1101 | - High-Level Officials
1101 2 - All Others

1102 - General Adnunistration Files

1103 - Suspense Files

1104 - Chronological Files

11085 - Transitory Files

1106 - Tracking and Control Files

1107 - Finding Awds/Index Files

1108 - General Reading Files

1109 Daily Schedules, Calendars, and Appointment Books
1109 1 - Secretary, Dep Secretary, Asst Secretaries,
Solittor, Inspector General
1109 2 - Dep Asst Secretaries, Directors, Staff Assistants
1109 3 - All Others

1110 - Routine Procurement Files

1111 - Working Papers

1112 - Cobell Emasil Backup Status Notifications

[See Attached List of Record Description and Requested
Disposttion Authonty ]

[See Attached
Crosswalk]

113-109 PRELVIOUS EDITION NOT" USABLE

STANDARD FORM 115 (REV 3-91)
Prescnibed by NARA 36 CFR 1228



SF 115 Supplementary Cover Sheet

Summary:

This action establishes the 1100 Section of the new Office of the Secretary (OS) Records
schedule, titled “Records Common to Most Offices.” In doing so, it —

A. Supersedes 7 OS Records Series, replacing them with 6 new items and 1 GRS
item (renumbered for OS) [see attached crosswalk]:

kil

“Program Correspondence” (including 2 sub-items), “General Administration Files,
“Suspense Files,” “Chronological Files,” “Transitory Files,” “Daily Schedules,
Calendars, and Appointment Books” (including 2 sub-items), and “Cobell Email
Backup Status Notifications.”

B. Creates 2 new OS Records Series:

“General Reading Files,” and “Working Papers/Drafts.”

C. Incorporates 3 other GRS items nto the OS Schedule [see attached crosswalk]:

“Tracking and Control Files,” 1 sub-item of “Daily Schedules, Calendars, and
Appointment Books,” and “Routine Procurement Files.”

D Requests an exemption to the GRS disposition for 1 item
“Finding Aids/Index Files”

Reason for Submission:

(hH This action provides for the disposition of several records common to most OS
records offices, including two previously unscheduled items.

(2) This action updates 7 obsolete OS records series, modifying them for use in the
newest schedule.

(3) This action incorporates several items from the GRS for increased accessibility by
OS employees. making the records schedule easier to use and placing closely related
items in one central location

4) This action suggests an alternate disposition for GRS 23-5b which more closely
meets OS’s needs.

(%) This action incorporates the records into the numbering pattern of the Office of
the Secretary Records Schedule.



1100 — Records Common to Most Offices ,

1101 — Program Correspondence. Incoming and outgoing correspondence
concerning the actions, plans, and initiatives of an office.

1101.1 High-level Officials. Correspondence maintained by high-level
officials, including the Secretary, Deputy Secretaries, Assistant
Secretaries, the Inspector General, Solicitor, and Deputy Solicitor.

Disposition: Permanent. -Cut-eif-at-elose-of-ealendar-year—rransferto
NARA-after20-vears. Cut off when ofCic alls Framuas ol
15 OVEA, FAANSEIR Te Naka AFTER S YEALS. %f P
1101.2 All Others. Correspondence maintained in all other officés. Cba% 3“ ID‘1
AyIv <
Disposition: Temporary. Cut off at close of calendar year. Destroy after 5

years.

oftice, and other materials that do not serve as officia
program or the office.

Disposition Temporary. Cut off at close of calendar year. Destroy after 2
(GRS 23-1)

1103- -=Susgen\se Files. Papers arranged in chronological order as a reminder that
an action is required-on-a-specific date.

Disposition: Temporary. Cut off when reply is received. no longer (/»‘JU’J’J bz

needed for agency business. (,)fb Lo

1104 — Chronological Files. Copies of outgoing communications, arranged by

date, and maintained for periodic review by staff members and as a convenience
file.

Disposition: Temporary. Cut off at close of calendar year. Destroy after 1 year.

nsitory Files. Copies of correspondence messages., and other
documents maintaine 3 ; of documents whlch require no
ofticial action, letters of transmittal, routing requests Tor i


mailto:ea:l@Rd.ar

involving no administrative or policy decisions and no special b éﬁj
compilations or re C.oJus< Y
2 3~7

Disposition Temporary. Destroy when no longer needed for agency

acking and Control Files. Logs, Registers, and other records used to
control or documen  correspondence, reports. or other records.

Disposition Temporary. Cut off at date of last entry. Destroy after2

23-8) ' s 22

status. subject files, or oty inent information.

Disposition Temporary. Cut-off when superseded, or cords listed in the ) Q@S
aid/index are disposed. Destroy when no longer needed (if superse dlsposec oqw.z:z“ﬂf
with related records (1f not superseded). Z’b -(/]

1108 — General Reading Files. Documents that contain copies of reports,
correspondence, or other information that concerns a specific subject or group of
subjects, maintained solely as a reference copy.

Disposition: Temporary. Destroy when no longer needed for agency business.

1109 — Daily Schedules, Calendars, and Appointment Books. Calendars,
appointment books, schedules, logs, diaries, and similar records relating to
meetings, appointments, trips, visits, and similar activities.

1109.1 Secretary, Dep. Secretary, Asst. Secretaries, Solicitor,
Inspector General. Daily schedules for the Secretary, Deputy Secretary,
Solicitor, Inspector General. and Assistant Secretaries.

Disposition: Permanent. Cut off when official’s tenure is over. Transfer to
NARA after 5 years

1109.2 Dep. Asst. Secretaries, Directors, Staff Assistants. Daily
schedules for all other officials whose schedule warrants retention, such as
Deputy Assistant Secretaries, Office Directors, and Staff Assistants.

Disposition: Temporary. Cut off when official’s tenure is over. Destroy
after 3 years.

Others. Daily schedules maintained by all other department
employees and contraclo



AbT ),

Drisposttten—Femporan.-Destray when no longer needed for agency C“-‘*’

business. (GRS 23-5b) C/L

0 — Routine Procurement Files. Requisitions, purchase orders, and other
docunrents concerning the routine acquisition of property utilized for the use of
the office, strel as supplies, furniture, equipment, and other small purchases.

NOTE: Procurement fi
in this schedule.

or purchases in excess of $2.000 are covered elsewhere

o

fiscal year in which final payment is (L*{

3/7‘*

Disposition Temporary. Cut off at clos€
made. Destroy after 3 years. (GRS 3-3alb)

1111 — Working Papers/Drafts. Drafts, notes, correspondence, and other
working papers generated during program business. Drafts that show substantive
changes should be filed in accordance with the final document’s disposition
instructions

Disposition: Temporary. Cut oft when final version is produced, or at close of
calendar year if no final version will be created Destroy when no longer needed
for agency business

12 - Cobell Email Backup Notifications. These files document the receipt of
agenCy~guidance instructing employees to “print and file e-mail messages that
relate to thdJhree Functional Areas of 1) American Indian trust reform, including
the High-Level lementation Plan or any of its subprojects; 2) the Cobell v.
Kempthorne litigatioitzqQr 3) administration of Individual Indian Money (1IM)
accounts.” Messages remindjng employees of this guidance are received weekly
in electronic format, printed out™apd maintained in paper format by each Office

email access for length of service of employee with employing
longer needed, whichever is sooner. Retire to office files upon depa
employee from office, or to records center. Subsequent legal transfer of t
records to the National Archives of the United States will be as jointly agreed COJW‘J b
between the United States Department of Interior and the National Archives and ¥ 34370576,
Records Administration. Aun Aot &


https://1t'ii.Ji

Crosswalk

New Schedule

Old Schedule

1101 Program Correspondence Replaces OS K-1 Program Correspondence
1101 1 High-level Officials Replaces OS K-1a Central Program Correspondence
1101 2 All Others Replaces f(iSSK-w All other program correspondence
Uses GRS 23-1 Office Administrative Files
1102 General Administration Files Replaces OS A-1 General Subject Files
1103 Suspense Files Replaces OS A-2 Suspense Files
1104 Chronological Files Replaces OS A-3 Chronological Files
1105 Transitory Files Replaces OS A-4 Transitory Files
1106 Tracking and Control Files Uses GRS 23-8 Tracking and Control Records
1107 Finding Aids/Index Files Replaces GRS 23-9 Finding Aids (or Indexes)
1108 General Reading Files - Not Previously Scheduled
1109 Daily Schedules, Calendars, and Replaces OS A-1 Meeting Appointment Books and Daily
Appointment Books Schedules
0OS A-1 A Meeting appointment books and
1109 1 Secretary, Dep Secretary, daiyl schedules o? chpSecretary, Deputy
Asst Secretanies, Solicitor, Inspector Replaces
General Secretary, Solicitor, Inspectro General, and
Assistant Secretaries
1109 2 Dep Asst Secretaries, OS A-1 B Meeting and appointment books for
Directors, Staff Assistants Replaces Deputy Assistant Secretaries, Officer
Directors, and Staff Assistants
GRS 23-5b Schedule of Daily Activities,
1109 3 All Others Uses Records documenting routines activities
containing no substantive information
GRS 3-3a1b Routine Procurement Files,
urchase organization copy, dated on or after Jul
1110 Routine Procurement Files Uses g 1995, Trar?sactlons at oﬁ)elow the simplified !
acquisition threshold
1111 Working Papers/Drafts - Not Previously Scheduled
1112 Cobell Email Backup Status Replaces OSCODE 7399 Email Backup Status Notification

Notifications

Files






