
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 1101.1 was superseded by DAA-0048-2013-0008-0004 

Item 1101.2 was superseded by DAA-0048-2013-0001-0002 

Item 1104 was superseded by DAA-0048-2013-0001-0001 

Item 1109.2 was superseded by DAA-0048-2013-0001-0001 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 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 

NI- o'{r,-o[r-'-~ 
TO NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
Date Received 

sls/08' 
FROM {Agency or establishment) 
Department of the I ntenor 

NOTIFICATION TO AGENCY 

In accordance wllh the prov1s10ns of 44 U S C , 3303a, the 
d1spos1t10n request, mcludmg amendments, 1s approved e~cept for 
ttems that may be mar~ed dtsposn,on not approved or 
withdrawn"' in column 10 

2 MAJOR SUBDIVISION 

Office of the Secretary 
,,, 
,) MINOR SUBDIVISION 
NIA 

4 NAME OF PERSON WITH WHOM TO CONfER 

Pamala R Qualhch 

4 TELEPHONE NUMBER 

202-208-3909 

DATE 

11-18-of 

ARCHIVIST OF THE UNITED STATES 

~- ~- _,. n c:11.,... -';_... ) 
5 AGENCY INFORMATION 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1t10n of its records and that the 
records proposed for disposal on the attached _4_ page(s) are not needed now for the business ofth1s agency or will not be 
needed after the retention periods specified, and that wntten concurrence from the General Accountmg Office, under the 
prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies 

IZ]is not requ1red D 1s attached, or Dhas been requested 

DATE 

May 14, 2008 ( Sl;:::/4~•ra/N;~;j; 

TITLE 

Office of the Secretary Records Officer 

7 ITEM NO 8 DESCRIPTION OF I fEM AND PROPOSl:h DISPOSITION 9 GRSOR 
SUPERSEDED 108 

CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

I IO I - Program Correspondence 
110 I I - H 1gh-Level Officials 
I I 0 I 2 - A II Others 

1102 - General Adm1111strat10n Files 
1103 Suspense Files 
1104 - Chronological Files 
1105 - Transitory Files 
1106 Trackmg and Control Files 
1107 F111d111g Aids/Index Flies 
1108 - General Readmg Files 
1109 Daily Schedules, Calendars, and Appomtment Books 

1109 I Secretary, Dep Secretary, Asst Secretaries, 
Sol1utor, ln~pector General 
1109 2 - Dep Asst Secretaries, Directors, Staff Assistants 
1109 3 - All Others 

1110 - Routme Procurement Files 
1111 Workmg Papers 
1112 Cobell Email Backup Status Nottficat1ons 

[See Attached 
Crosswalk] 

[See Attached List of Record Descnpt1on and Requested 
Dispos1t1on Authonty ] 

PRL VIOUS LDITION NO r USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1128 

115-109 



SF 115 Supplementary Cover Sheet 
Summarv: 

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]: 

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

B. Creates 2 new OS Records Senes: 

••General Reading Files," and ••Working Papers/Drafts." 

C. Incorporates 3 other GRS items mto 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 ORS disposition for 1 item 

''Finding Aids/Index Files" 

Reason for Submission: 

( 1) This action provides for the disposition of several records common to most OS 
records offices, includmg 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 d1spos1t10n for GRS 23-56 which more closely 
meets OS's needs. 

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



umentation of the 

1100 - Records Common to Most Offices 

1101 - Program Correspondence. Incoming and outgoing correspondence 
concern mg the actions, plans, and initiatives of an office. 

1101.l 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 off a:t elese ef ea:leRd_ar year. Transfer te 
-J>l!ARJ'\. ttOe1· 20 years. ~u1" off w~'-"' of~, c ilt I '.s f~iJIJ-P..'L../J ,;,<..Jil.. ,· L/ 

11;.) oVf..A., (/J..,..N~t:z.p... ,c ...JMLA 1tFr£tl S yc..11ff-S.. ~ r,,;, i., f·•;;,,Jk: ~ 
1101.2 All Others. Con-espondence maintained in all other offi~s. CLih":i5f... 'i /'t./0'1

A) 7 ..J~'f 11 

Disposition: Temporary. Cut off at close of calendar year. Destroy after 5 
years. 

- General Administration Files. Files relatmg to the internal 
admims • n or housekeeping act1v1ties of the office rather than the functions 
for which the o - e exists. In general, these records relate to the office 
organization, staffing cedures, and communications; the expenditure of funds, 
day-to-day administration o • ice personnel, including travel; supplies and 
office equipment requests, and rece· and the use of office space and utilities. 
They may mclude copies of reports (inclu • work progress, statistical, and 
narrative reports) which are prepared in the ofhc d forwarded to the requesting 
otlice, 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) 

t-I-03--,,..Su~~ Files. Papers arranged in chronological order as a reminder that 
an action is requirea-on-a-spec1fic date. 

Disposition: Temporary. Cut off when reply is received. 
needed for agency business. 

1104 - Chronological Files. Copies of outgoing communications, arranged by 
date, and mamtained for periodic review by staff members and as a convenience 
file. 

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

nsitory Files. Copies of co1Tespondence, messages, and other 
documents mamtaine or of documents which requ1re no 
official action, letters of transmittal, routmg requests or 1 • 

mailto:ea:l@Rd.ar


''OJ,:!A ?..L ioy v,J._..,compilations or re v u-:::i1~w~o~l~v~11:1g:n:o:a:d:n:1~in:i:st:ra:t:iv~e:o:r~p:o~li~c~y;d;e;c;i;si;o;n;s;a;n~d~n;o;s~p:ec:i;a~la,,;~j~ l 1 /' /J ~ 
?.. 3-1 

: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. 

D1spos1tion Temporary. Cut off at date of last entry. Destroy a ter _ 
23-8) 

- Finding Aids/Index files. Electronic spreadsheets, card indexes, or other 
documents g ..-·~=d to track and locate documents through work flow, case 
status, subject files, or ot 1"'-.-.."".-,-· 

Disposition Temporary. Cut-off when superseded, or cords listed in the _ t,P 
aid/index are disposed. Destroy when no longer needed (if superse , •disposec ..;~;1?' 
with related records (1f not superseded). ?-

0 -:,-'l 
1108 - General Reading Files. Documents that contain copies ofreports, 
c01Tespondence, or other information that concerns a specific subject or group of 
sub.1ects, rnamtamed solely as a reference copy. 

Dispos1t1on: Temporary. Destroy when no longer needed fo,r agency business. 

1109 - Daily Schedules, Calendars, and Appointment Books. Calendars. 
appointment books, schedules, logs, diaries, and similar records relating to 
meetmgs, 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 depaiiment 
employees and contrac o 

ent information. 



the office, s as supplies, furniture, equipment, and other small purchases. 

or purchases in excess of $2,000 are covered elsewhere 
in this schedule. 

Disposition Temporary. Cut off at close 
made. Destroy after 3 years. (ORS 3-3al b) 

Dispositiem: Temporary Destroy when no longer needed for agency 
business. (GRS 23-Sb) 

O - Routine Procurement Files. Requisitions, purchase orders, and other 
docun ts concerning the routine acquisition of property utilized for the use of 

eo~s 
'fiscal year in which final payment is ( L'/_

-~ "b
C..,iiJUJ '2-,o,\ 
y✓ 

1111 - Working Papers/Drafts. Drafts, notes, correspondence, and other 
working papers generated dunng program business. Drafts that show substantive 
changes should be filed in accordance with the final document's disposition 
mstructions 

Disposit10n: Temporary. Cut off 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 

l 2 - Cobell Email Backup Notifications. These files document the receipt of 
agenc ruidance instructing employees to '·print and file e-mail messages that 
relate to th 1ree Functional Areas of 1) American Indian trust reform, including 
the High-Level lementation Plan or any of its subprojects; 2) the Cobell v. 
Kempthorne litigati01 , r 3) adm1111stration oflndividual Indian Money (IIM) 
accounts." Messages rem1 ·ng employees of this guidance are received weekly 
in electromc format, printed out, d maintained in paper format by each Office 
of the Secretary employee with ema1 

These files are classed as Indian F1duc1ary Trus 

D1spos1tion Permanent. Retain in individual files of eac ency employee with 
email access for length of service of employee with employing ice, or until no 
longer needed, whichever is sooner. Retire to office files upon depa 
employee from office, or to records center. Subsequent legal transfer oft 
records to the National Archives of the Umted States will be as jointly agreed C,o-J~ bl 
between the United States Department of Interior and the Nat10nal Archives and i\} I-~ -1~--~S' ~t:, 
Records Administration. 1t'ii.Ji' ,.>Uo-• 

https://1t'ii.Ji


Crosswalk 
New Schedule Old Schedule 

1101 Program Correspondence Replaces OS K-1 Program Correspondence 

1101 1 High-level Off1c1als Replaces OS K-1a Central Program Correspondence 

1101 2 All Others Replaces 
OS K-1b All other program correspondence 
files 

1102 General Adm1mstration Files 
Uses 

Replaces 
GRS 23-1 Office Admm1strat1ve Files 
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 Fmdmg Aids/Index Files Replaces GRS 23-9 F1nd1ng Aids (or Indexes) 
1108 General Reading Files - Not Previously Scheduled 

1109 Daily Schedules, Calendars, and 
Appointment Books Replaces 

OS A-1 Meeting Appointment Books and Daily 
Schedules 

1109 1 Secretary, Dep Secretary, 
Asst Secretaries, Solicitor, Inspector 
General 

Replaces 

OS A-1 A Meeting appointment books and 
da1yl schedules of the Secretary, Deputy 
Secretary, Sollc1tor, lnspectro General, and 
Assistant Secretaries 

1109 2 Dep Asst Secretaries, 
Directors, Staff Assistants 

Replaces 
OS A-1 B Meeting and appointment books for 
Deputy Assistant Secretaries, Officer 
Directors, and Staff Assistants 
GRS 23-5b Schedule of Daily Act1v1t1es, 

1109 3 All Others Uses Records documenting routines activities 
containing no substantive information 

GRS 3-3a1 b Routine Procurement Files, 

1110 Routine Procurement Files Uses 
purchase organization copy, dated on or after July 
3 1995, Transactions at or below the s1mpllf1ed 
acqu1s1t1on threshold 

1111 Working Papers/Drafts - Not Previously Scheduled 
1112 Cobell Email Backup Status 
Notif1cat1ons Replaces 

OSCODE 7399 Email Backup Status Not1f1cat1on 
Files 




