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1220 -"RECORDS AND INFORMATION MANAGE® T

GRS/BLM Combined Records Schedules
Schedule 23 - Records Common to Most Offices

Introduction

This schedule incorporates the records described in General Records Schedule 23 and adds the BLM general
correspondence and reader files.

This schedule covers general subject files; facilitative records such as suspense files, tracking and control records,
calendars, and indexes; transitory documents. This schedule does not include materials that BLM has determined to be
nonrecord or to materials such as calendars or work schedules claimed as personal.

The general correspondence files described under item la are records retained by the originating BLM office as its
record of initiation of a routine action, request, or response to requests for information. The purpose of general
correspondence files is to bring together all papers on the same topic to make it easier to find information when it is needed.
General correspondence files should not contain case-related papers. A case file documents a specific action, event, person,
organization, place, project or the like.

Several items covering electronic records produced on stand-alone or networked personal computers (such as word
processing file, administrative data bases, and spreadsheets) that were previously in this schedule have been moved to
Schedule 20.

The disposition of records described in this schedule that are created in electronic form is government by Schedule 20,
item 3.

Item la may not be applied to files that contain official program records, such as record copies of program policy,
direction, and decision documents (Schedule 16/20).

BLM MANUAL Rel. 1-XXXX
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Schedule 23 - Records Common to Most Offices

22

Calendars, appointment books, schedules, logs, diaries, and other records
documenting meetings, appointments, telephone calls, trips, visits, and other activities by
federal employees while serving in an official capacity, created and maintained in hard
copy or electronic form. Confidentiality: Non-public record category 3. Location:
All. Exclusions: Materials determined to be personal (nonrecord material), electronic
records described in items a & b (Schedule 20/3).

stantive Information. Relating to official activities, the
substance of which has not been incorporate ions:
described in item c.

-b—ZFiles-Documenting Routine Activities Containing No Substantive Information.
And records containing substantive information, the substarce—of—whieh—has-been |

incorporated into organized files.

c. Director, Deputy Director, State/Center Dlrec rs .Schedu

of Departments and independent agencies; thelr deputies and assistants; the heads of
program offices and staff offices including assistant secretaries, administrators, and
commissioners; directors of offices, bureaus, or equivalent; principal regional officials;
staff assistants to those aforementioned officials, such as special assistants, confidential
assistants, and administrative assistants; and career Federal employees and political
appointees serving in equivalent or comparable positions.

Reserved

substentiveRecords relating to official activities "\'hf:‘fua'&"a H"‘meveg‘ﬁcm‘s 'ﬂeé‘d‘s s

Item Disposition
No Record Series Description Authoritv
1-
4 | Reserved
5 | SCHEDULES OF DAILY ACTIVITIES.

TEMPORARY. Cutoff EOFY. Destroy
or delete 2 years after cutoff. GRS
23/5a.

T)EMPORARY. Destroy or delete when
er needed for convenience or
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